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FOREWORD

1. PURPGCSE

This publication, NAVMC 2909, Catering Qperations Quide
provides information for Food and Hospitality enpl oyees on
Catering procedures. This guide to catering was devel oped to
assi st the food and hospitality catering staff to realize
addi tional revenue through use of proven sales and interchanging
t echni ques.

2. | NFORMATI ON

a. This @Quide, informative and not directive in nature, is
to be used for instructional purpose.

b. For requisitioning instructions, see the current edition
of MCO P5600. 31, Marine Corps Publications and Printing

Regul ati ons.

3. CERTI FI CATI ON
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k.

R. J
lrector, Morale, Welfare and
Recreation Support Activity

DI STRI BUTI ON: PCN 100 013599 00

copy to: 8145001



DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
WASHINGTON, DC 20380

NAVMC 2909 Ch 1
MAH
16 February 1993

Ch 1 to NAVMC 2909
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2. Action:
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GETTI NG THE MOST FROM THI' S PUBLI CATI ON

| NTRODUCTI ON

Catering - both on and off-prem ses is big business. It’'s
conservatively estimated that catering revenue exceeds nore than
a billion dollars annually. Catered events have ranged from

small VIP receptions of 10 or less to nore than 35,000 guests
attending the nost recent Denobcratic National Convention

Many cl ubs are sharing in the trend towards bi gger and nore
catered events. Cub catering can frequently be a nmajor revenue
generator and contribute significantly to a club’s profitability.
Virtually every club has sone capability of hosting specia
functions, preparing special neals, and providing anenities and
acconpani nents to further generate additional revenue

Thi s publication has been devel oped to assist the club
manager and the catering staff to realize additional revenue
t hrough use of proven sal es and merchandi sing techni ques. There
are four nmmjor sections:

Section 1: MERCHANDI SI NG YOUR CATERI NG OPERATION - A
successful sales programis the result of nmany conponents working
efficiently to neet the needs of the customer. |In this section,
successful sales techniques are discussed in detail

Section 2: THE CATERI NG BROCHURE - An attractive, well
desi gned brochure is one of your nost effective merchandi sing
tools, because it pronotes your program outside of the club, and
if it is done well, it sells itself. The informati on npst
frequently found in catering brochures is contained in this
section. The contents of this section should be useful when
preparing or revising your brochure.

Section 3: WEDDI NG RECEPTIONS - The nature and inportance of
this event requires that it be as near perfect as possible. The
information in this section is targeted to clubs that want to
capitalize on this market and realize the sizable revenue that
normal |y accrues fromhosting this type of function

Section 4: SUPPLEMENTAL | NFORVATION - Often, there is
additional information that the client needs in order to help
t hem deci de about their function and arrangements. Thi s section
contai ns sanples of the nost comonly used client handouts
Additionally, this section contains a sanple agreenent
(contract), sanple formlettersl and sanpl e brochure designs



SECTION 1
MERCHANDI SI NG YOUR CATERI NG OPERATI ON
| NTRODUCTI ON

Most managers woul d agree that their club(s) could
accommodat e additional catering business. Even with limtations
caused by layout and size of the facilities, nost clubs have the
opportunity to expand their catering programto additional target
mar ket s. These may include; club menbers, official and
unof ficial organizations, nmilitary units assigned or attached to
the installation, and other personnel authorized to use club
facilities.

Successful catering prograns are a result of concerted effort
by the MAR Director, Club Manager, and nost inportantly through
the active and aggressive efforts of the Catering Manager and
nmenbers of his or her sales staff

In this section, we'll discuss sone of the basics relating to
the Catering Ofice, the characteristics of the market and your
clients, and sone proven ideas and techniques to increase your
catering sal es.

THE CATERI NG OFFI CE

Wien a prospective client enters your catering office, what
are their inmediate inpressions? |If it is a favorable one, this
mar ks a good beginning in the sal es process.

The catering sales office should be attractive, inviting, and
lend itself to business. The office is a reflection of the
managenent of the club in general, and the catering manager in
particular. THE CLIENT' S INITIAL | MPRESSI ON OF THE OFFI CE OFTEN
AFFECTS THEI R | MPRESSI ONS OF HOW WELL THE CLUB W LL HANDLE THEI R
EVENT.

Areas to consider include:

a. The Waiting Area. For clients who arrive early, you need
a waiting area that is clean, attractive, and confortable.

b. The Catering Sales Ofice and Staff.

(1) Are the furnishings attractive and in good
condition? |s the atnosphere quiet and efficient? WII a client
be able to discuss arrangenents and ask questions in relative
privacy?
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(2) Does the appearance dress, and groom ng of the
catering staff reflect the business-like image you are trying to
convey?

C. Pronotional Materials & Brochures. Are they current and
readi ly avail abl e?

d. Di splays. Are there photos and displays which refl ect
t he acconplishnments of the catering departnent? For exanple
tabl e settings which contain the linen and china used for specia
functions, color photos that illustrate attractive buffet
presentations, decorations, arrangenents, etc

Meetings with the Cient. Naturally, we would prefer that al
neeting with prospective clients should be by appoi ntnent only.
This permits the catering staff to give their full attention to
the client and provi des adequate time to discuss arrangenents and
answer questions.

Hummen nature being what it is, it’s not always possible to
see clients by appointnent and nany will walk in expecting to be
seen. |f there are no appointnents scheduled for the next 30 to
45 minutes, then make every effort to see the client. If you
can’t neet with the client at this time, schedul e an appoi nt ment
with themat the earliest opportunity. Have coffee and tea
avail able for clients who are waiting and for those who are
di scussi ng arrangenents with the catering staff.

THE MARKET

Cl ubs can no | onger assune they have the | owest prices in the
area or that they can offer the best deal. Hotels and
restaurants located in or around the mlitary comunity view the
mlitary market as an opportunity to expand their catering
busi ness. Increasingly, they are seeking out and contacting your
nmenbers and organi zati ons on your installations - often with
extremely conpetitive offers.

It is a well-known philosophy that to be a catering success,
you nust know the weaknesses of your conpetition (i.e. prices,
furnishings, skills of the banquet staff) and the strengths of
your own catering operations (famliarity with needs of the
mlitary conmunity, no sales tax, better prices, etc.) At the
sanme tinme you nmust know the strengths of your conpetition and
your own weaknesses
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To illustrate: Conpare your catering programto those of
your major conpetitors to see how well it does:

Your Qperation Conpetition #1 Conpetition #2

Prices

Sal es Tax

Gatuity

Room Char ge

M ni muns
Guar ant ees

Attractiveness
of Facility

Service/Skill of Staff

Locati on/ Par ki ng

Acconpani nent s

(Audi o/ vi sual ,

candl es, fl ags,

i nen sel ections,
entertai nnent, etc.)

To strengthen your catering sales presentation program
assune that your existing and prospective clients know what they
are | ooking for and what your conpetition offers. |f possible,

i nqui re where they’'ve held their previous functions and why.

I n anal yzi ng your market, several areas to be considered
i ncl ude:

* Areview of last years files to identify who booked
functions |ast year and what type they were (i.e., party,
neeting, wedding, etc.) Copies of contracts shoul d be naintained
for at |east one year. They should be reviewed at |east four
nmonths prior to this year’s applicable nmonth; i.e., the previous
years June contracts should be reviewed no | ater than February of
the current year.

* Were the sponsors and quests pleased with the event?
* |s the event a potential repeat? |If so, have the sponsors

been contacted to find out if they plan to have the event in the
club this year? (I'f not, why not?)
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* Do you know who's being prompted and when?

* What social events are occurring within the community that
I end thenselves to a catering event (i.e., weddings
anni versaries, retirenents, etc.)?

Information of this type helps build an effective and
profitable catering program It requires a systemof after-
actions reports and periodic reviews to keep themcurrent. By
mai ntai ni ng contracts in an organi zed system there is increased
opportunity for repeat bookings.

Al though a satisfied guest is your best advertisement for
your catering program you can’t rely solely upon word of mnouth
to increase your catering business. You should be |ooking at
external advertising to generate additional awareness and sal es.

Advertising opportunities include:

a. Daily Bulletins. Short, to-the-point rem nders about
your catering services

b. The Command Newspaper. A well-witten and eye catching
illustration in the conmand newspaper may be an excel |l ent
i nvest ment .

c. Posters and Flyers. Professionally designed posters and
flyers placed at the entrance to the MCX and conmissary should
hei ghten conmuni ty awar eness of your catering capabilities

d. dub Tel ephone Recording. |If the club uses a recorder
for after hour nessages, a brief, friendly invitation can be
extended to callers suggesting that they consider holding their
next special event in the club

e. lnserts. A eye-catching insert can be prepared for
encl osure with nonthly statenents.

f. dub or MR Marquee. |If your club has a marquee (fixed
or portable) this can be an effective advertising technique to
pronote your catering capability.

g. Presentations. The catering nmanager shoul d aggressively
contact official and unofficial groups to make them aware of the
fun, social interaction, and community cohesiveness that special
functions can generate. G oups and organi zations to contact
i ncl ude:

(1) The Association of Retired Oficers

(2) Wves Cubs
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(3) Youth Activities
(4) DOD School Teachers

(5) Mlitary organizations assigned or attached to
the installation.

(6) Tournament sponsors of bowing, golf, and
physical fitness events.

(7) Chaplains’ offices (an excellent source of
i nformati on on upcom ng weddi ngs) .

Presentati ons shoul d be acconpani ed by handouts, catering
brochures, and photos which denpbnstrate the club’s success
stories.

h. 1n-House Opportunities. These include: bingo events,
di nner theater, live entertainment, or other special events open
to the entire menbership. The use of table tents is an excellent
net hod of pronoting the availability of catering. O course, one
of your best catering advertisenents is quality food and service

i. Club Calendars. Mke your nessages short and sinple.
Have it stand out by using special borders, print, graphics, etc.

j. lInstallation Closed Grcuit TV. |If your installation has
this nedium you have one of the best opportunities to
ner chandi se your programand ...it's free! A well produced

vi deot ape has the potential for generating nore interest in your
program t han al nbst anything el se

Periodically, evaluate the effectiveness of your club's
advertising effort. Also, during the initial sales interview, be
sure to ask the client how they becane aware of the club’'s
catering service

THE CLI ENT

The banquet and party business is a buyer’s market. Your
potential clients (custoners) often conparison shop when they
consider a private function.

Fromthe potential client’s viewpoint, their first concern
doesn’t center upon the food, beverage or room selections, it is
first and forenmost, THE NEED FOR ASSURANCE THAT THEI R EVENT W LL
BE HANDLED RI GHT AND THAT THEY WON' T BE EMBARRASSED. They want
reassurance that your catering team has what it takes to make
their event successful
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By recognizing this normal customer concern, the catering
manager can design the sales presentation and the detail ed
arrangenents to alleviate those concerns.

Seeing is believing, and a visual display hel ps convey what
you’ ve done and what the club can acconplish. By visual, we nean
a display of sanple china and table settings, sanple |inen,
phot os or videotape of actual events, a walk through of the
proposed room etc. In short, it is anything that convincingly
repl aces the uncertain nmental inmmges a potential custoner
receives froma verbal sales presentation

PRODUCTS AND SERVI CES

What products and services should the catering departnent
offer?

The first step is to review previous bookings to identify
whi ch menus, services, and types of functions were nost
frequently booked. This historical data serves as the primary
basis for deternining product and service sel ection

Wi ch products and services does the club do best in terns of
quality, cost, and presentation? Remenber that it’'s better to
offer a limted nunber of products that are done well than offer
everything at less than first-class quality.

A maj or consideration in what products should or will be
offered is the skill of the kitchen staff. Wat itens can they
prepare well, and what is their potential?

What types of functions should the club offer? Your catering

programwi || include some or all of the follow ng events

cocktail receptions, buffets and sit down neals both fornmal and
informal, teas, coffees, brunches, wedding receptions, dining-in
and di nni ng-outs, comander’s receptions, theme parties,
children's parties, nilitary balls, organizational anniversaries
etc. Additional services may include off-prenise sales, picnic
packages, barbecues, party food to go, etc.

Cvilian catering operations often specialize in an
particul ar type of event and build a reputation for doing it
especially well. In looking at your club's strengths, what
services, products, or events could be especially pronoted as
"Qur Specialty?”
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WEDDI NG RECEPTI ONS

It is often stated that there are four kinds of specia
events which the club MJUST do right: A reception hosted by the
Commander, a Formal-Dining In, a Mess Night, and a weddi ng
reception.

The club may not have a choice as to whether they host the
first three events, but in the case of wedding, they nust be able
to DOIT RIGHT or not host themat all

Hopeful 'y, your club is already successfully hosting weddi ng
receptions and your are seeking to enhance an al ready outstandi ng
pr ogr am

Wiy bot her to seek weddi ng reception business? Cbviously,
because it often produces large catering revenue. Because the
occasion is so special to the Bride & Goom their fanilies, and
their friends, the inportance of quality and perfection in the
execution of the event often takes precedence over the cost of
the reception

Nothing within the club’s responsibility nmust detract from
the occasion. Section 3 is devoted to weddi ng receptions.

CHEF SKI LLS

Just as you need to know the weaknesses of your conpetition,
you nust al so be aware of the strengths and weaknesses of your
chef and the supporting kitchen staff. Ildentify the chef’s best
products and skills (such as decorations, garnishing, ice
carvings, sauce preparation, etc.) and pronote and nmerchandi se
your nenu to take full advantage of those skills.

Est abli sh a good working relationship with the chef, by
understandi ng his or her needs and those of the kitchen staff.
The catering staff should never pronise the client nore than it
can deliver without first coordinating requirenent with the chef.

Consult with the chef, and encourage his or her suggesti ons,
i deas, or alternatives for menus or arrangenents that are under
consideration. The nore you confer, the greater the nutua
respect for each others needs.

Because of high turnover rates anong kitchen and server
personnel, the catering manager with the chef should periodically
review the catering menus to assure that the quality, timng, and
consi stency of the products can be naintai ned.
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Oten the chef and the kitchen staff are asked to go to great
efforts to assure than a function is executed especially well and
we sonetinmes take their acconplishnents and contributions for
granted. Kitchen personnel, warewashers, and set-up personnel
shoul d be recognized for their inportant role they play in the
club’s catering operation. At the end of this section, gratuity
and service charge distribution is discussed

MENU DEVEL OPMENT

There are many publications which describe the "how to"
devel opnent of catering nenus. They discuss the inportance of
carefully planning menus to assure a bal ance of colors, textures,
light vs. heavy nenu itens, and so on. This subject is too
detail ed and conplex to be covered within the framework of this
publication; however, there are some basic principles that bear
enphasi zi ng:

Chef and Kitchen Staff Skills. The preceding section
suggested that the chef’s strengths and weaknesses be consi dered
i n devel opi ng your catering program This hel ps shape the scope
and variety of the menus, and preparation and presentation of
food which will be offered to your clients. |If your chef and
cooking staff lacks specific skills which limts your nenus and
food preparation and presentations, you may w sh to arrange for
prof essional training to renmedy the situation

Kitchen and Equipnent Limtations. |f your kitchen has only
two stacking ovens, you nmay be unable to offer a prine rib dinner
for 300 guests. You must know the limtations inmposed by the
availability of equi pnent of hand, and if the size and | ayout of
your Kkitchen restricts the nunber of certain dishes that can be
prepared. The catering nmanager shoul d devel op and propose the
nenus (keeping in mnd the strengths of the chef) and then
jointly coordinate themwith the chef. |If there are specific
equi prent limtations, the acquisition of replacenment or
addi ti onal equi pment nay be a worthwhil e investnent by increasing
food production and preparation.

Keep the Menu Current. Tastes are continually changing
Yesterday's favorites can becone today’'s dated and tired itens.
These itens should be replaced with newer, "in" food such as
Fajitas, Southwestern Style food preparation, stir fry, etc

Ofer Healthful Dishes. Your menu choices should of fer
clients the opportunity to select itens which are broiled,
poached or baked, as well as sautéed or fried. Lower fat entrees
such as fish and chicken should be readily avail able. Appetizers
and desserts which are relatively lowin cholesterol and cal ories
shoul d be of fered.
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Convey lmagination. Even the nost comon di shes can be
significantly enhanced by the addition of some imaginative
touches. For exanple, a chicken breast can be nmade much nore
appeal ing by offering it with an apple, alnmond, and ci nnanon
stuffing.

Bread and rolls can becone one of your signature itens by
some added touches. Consider jalapeno, zucchini, and banana
breads. Even dinner rolls can transform a ho-hum acconpani nent
into sonething special by preparing themwith nuts or fruit or
with a glaze. A long-established restaurant in the Washi ngton
D.C. area is justifiably famus for serving delicious cinnanon
buns topped with a rumglaze with every neal .

Appeti zers are no | ess deserving of inaginative touches.
To illustrate: a half of grapefruit served as an appetizer is
not hi ng out of ordinary; however, it becomes nore distinctive if
it is served broiled with ci nnanon and port wi ne!

Enphasi s Upon Freshness. Canned food products shoul d be
avoi ded whenever possible. Your goals should be to provide - to
t he nmaxi mum extent possi bl e, FRESH products and resort to frozen
products only if the fresh itemis unavail abl e or cost
prohi bitive. (In the last case, the custoner, rather than the
cl ub shoul d make the determi nation as to whether they wi sh to pay
the extra cost of obtaining the product fresh.)

Don’t underestimate your clients; they know a canned product
when they taste it and know that canned products often denote a
conpromi se in taste and quality.

NOTE: Sanpl e menus are contained in Section 4 (Supplenenta
I nformation).

In sunmary, the itens on your catering menu should be
carefully selected to reflect the talents of your chef, the
capability of the kitchen, and quality demanded by your market.

THE CATERI NG BROCHURE

The catering brochure is an invaluable sales tool. A
brochure should hel p your potential clients to understand what
services the club offers and the skills and capabilities of the
staff. Above all, the club brochure should convey an i nage of
style, quality, and professionalism The underlying nessage that
shoul d energe is that the club understands the client’s needs and
will do it right.
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Unl ess your club has appropriate hardware, software, and
| aser printing capabilities, the catering brochure should be
prepared by a professional printer. There are few investnents
that pay off as handsonely as a professionally prepared catering
brochure. Renenber....A Catering brochure doesn’'t cost; it Pays!

Your civilian conpetition (and sonetimes other nilitary
service conpetition) seeks to convey an image of skilled catering
personnel, an experienced cadre of supporting personnel, and the
assurance that the event will be done right. This nessage is
initially conveyed through their catering brochure. Cubs should
do no | ess.

NOTE: Sanpl e brochure designs are contained in Section 4
(Suppl enental I nformation).

A CATERI NG BROCHURE EMPHASI ZES WHAT A CLUB CAN AND WLL DO
FOR THE CLIENT. NOT WHAT A CLIENT MJST DO OR CANNOT DO Avoid
the use of club or command policies concerning catered events in
the brochure, unless absolutely necessary. Keep in nmind that the
brochure is a sales vehicle and not a policy docunent. Most
policies and restrictions can be discreetly conveyed to the
client by either placenment on the agreenent or by separate
handout .

Your brochure should reflect the quality of your catering
program Its purposes is to create interest and sell! Areas
which nmerit careful attention include

Paper. Paper (stock) should be durable and of good quality.
Whether it is coated or not depends upon your budget. Although
coat ed paper generally costs nore, they | ast |onger and convey
quality.

Texture. The texture of the paper adds to the inage and fee
of the brochure. Textured paper generally is nore expensive than
normal stock, however, the extra expenditure is relatively small.
The decision to use textured paper will depend upon the theme of
the brochure and, of course, your budget.

Color. Brochures printed on color stock are widely used in
the catering business. Soft, earth-tone colors add warnmth to the
brochure and are attractive.

Graphics. A well designed brochure should contain eye
appeal ing and attractive layouts so that the prospective client
will want to read the entire contents. You can help acconplish
thi s by using professionally-devel oped graphic and | ayout design
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Thi s can sonetimes be provided by your local printer; if not,
don't hesitate to seek the services of a larger printing conmpany
that can provide conprehensive design, |ayout type setting, and
printing services. Gaphic design and |ayout services are well
worth the expense since the final format can often be used for
subsequent revisions to your brochure

Type Style. There are hundreds of different styles to choose
from Athough it may seemlike a sinple decision, selecting the
right style type is inmportant to the overall thene of the
brochure. Your printer will have a type style book (the |arger
the printer, the nmore styles you will be able to select form and
wi Il suggest several styles for your consideration. Mke no
final decision at this time; instead take the printer’s suggested
styles and a copy of the print style book back to the club so
that the decision can be nmade in quiet, unhurried surroundi ngs

Ensure that Protocol, Unit Conmmanders, Command, Wves d ubs,
and every nmmj or organi zation assigned or attached to the
installation receives a copy of the brochure for reference
Updates in the nenus or prices should be nade avail able to anyone
who uses the brochure regularly.

Shoul d the brochure be printed with or wi thout prices?

Few i ssues provoke as nuch debate as this topic. There are
strong points to be nade for both sides of the issue. There is
no right or wong answer. This is a local deternination based
upon aesthetic and budgetary considerations. The pros and cons
of printing or not printing prices in the brochure are di scussed
bel ow.

PRI CES SHOULD BE PRI NTED I N THE BROCHURE

Advant ages

The brochure | ooks nore professional

Publication of prices elimnates the necessity and inconveni ence
of having the client to search for a coded supplenental price
listing.

Because prices and menus will change, this gives managenent the
opportunity to review other section of the brochure that may need
changes or updating. Wen only supplenmental price list is
updated, the nornmal tend is keep the brochure as is. Your
primary merchandi sing tool nmay becone dated and stale. By
including prices as part of the brochure, this has the advantage
of causi ng managenent to | ook at the entire product and not just
the price list.
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Di sadvant ages
The club is locked into the menus, prices, and procedures unti

the brochure is republished
It is costly to change and republish the brochure.

PRI CES SHOULD BE PRI NTED ON A SEPARATE SHEET ACCOVPANYI NG THE
BROCHURE

Advant ages
| nexpensi ve to produce.

Elim nates the need to republish the brochure solely due to price
changes.

DI SADVANTAGES
It requires the client to refer to two docunents sinultaneously
and to search for coded reference points.

The sales effort can be wasted if the separate price list is |ost
or mspl aced.

TECHNI QUES OF SUCCESSFUL SELLI NG

Introduction: Selling is an art and a skill. Not all of us can
excel at selling, but with a knowl edge of the basic and with
practice, nost of us can develop a sales presentation that can
acconplish the task. The information and ideas which follow are
the basic. Through a refinement process and adapting the
strengths of the club’s catering programinto your sales
presentation, it should become easier to sell the club’s products
and services to the client.

MEETI NG W TH CLI ENT
Bef ore you begin selling the client food or beverages, first
determine their needs. Previously, we identified the client’s
need to be reassured that the event will be done right. Oher
concerns of the client may include:
* How concerned is the club in nmeeting nmy needs?

* WII the club be able to resolve any problens that arise?

*  How good is the food?



* W11l the serving personnel be courteous and attentive to
nmy guests?

* How nuch is this going to cost?
The following steps that may be hel pful in the selling process:

* Extend a warmgreeting to the client and offer them coffee
or tea.

* Phrase your initial questions to obtain a clear
under st andi ng of what the client is seeking. This facilitates
your ability to offer suggestions and to reconmend arrangenents
that neet the needs of the client.

* Know your club’s strengths and your conpetitor’s
weaknesses. This will be a positive factor in successful
selling. Distinguish your catering operation fromthat of your
conpetition by offering nore service and assistance. Renenber,
you are a probl em sol ver.

* Sel|l service first; convey assurance that the club wll
provi de know edgeabl e, dependabl e, and experienced staff that has
what it takes to nmake their event a success.

* Describe the club’s conpl ete scope of catering products
and services.

* Provide the client with a copy of the catering brochure.

* Begi n the nenu suggestions and sel ection process. In
addition to the regul ar catering menus, extend the opportunity to
the client to customdesign their nenu. Although this may be a
time consum ng process, it provides the client with the
opportunity to select specific itenms that they nay desire. At
the same time, the club has the opportunity to sell itens which
result in |arger per-person revenue. Exanples of custom
devel oped nenus i ncl ude:

STARTER COURSE (Pate, Fish, hors d oeuvres, etc.)

SALAD OR SOUP

| NTERMEZZO ( Sor bet )

ENTREE

SPECI ALTY BREADS



| NTERNATI ONAL CHEESE TRAY OR CART
SPECI ALTY DESSERT
CORDI AL SERVI CE

* Your suggestions and recomrendati ons should be in response
to the client’s desires and within their spending limts.

SUCCESSFUL CATERI NG SALES ENTAI LS THE CONTI NUAL RESPONSI Bl LI TY OF
ACCOVMODATI NG WHAT THE CLI ENT WANTS TO DO AND OBTAI NI NG THEI R
APPROVAL OF YOUR RECOMVENDATI ONS THAT YOU KNOW W LL WORK BEST.
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SPECI AL FUNCTI ON WORKSHEET

DATE AND DAY ORGANI ZATI ON

SPONSOR RANK CLUB CARD NO. ___
ADDRESS
HOVE PHONE BUSI NESS PHONE
NAVE OF HOST/ HOSTESS | F DI FFERENT FROM SPONSOR:
PHONE
TYPE OF FUNCTI ON:
NEETI NG HOURS TO
BREAKS AND
BREAKFAST COFFEE BRUNCH
LUNCH COCKTAILS PROVOTION __
DI NNER DI NNER DANCE
TIME OF FUNCTI ON:
SOCI AL HOUR BEFORE MEAL: NO __ YES __ TIME
| NTRODUCTI ONS BEFORE MEAL SERVED?  YES NO

APPROXI MATE LENGTH OF | NTRODUCTI ONS:

SEATI NG ARRANGEMENTS:

HEAD TABLE: NO YES NUVBER AT HEADTABLE:
LONG ROUND ELEVATED? YES NO
OTHER TABLES: ROUND LONG

LI NENS: (Show sanpl es of col ors)
TABLE CLOTHS: WHI TE COLORED
NAPKI NS:  WHI TE COLORED
SKIRTS: WHITE ___ LIGHT BLUE _____ YELLOW PI NK
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Dl ETARY/ RELI G QUS RESTRI CTI ONS: NO YES

W NE W TH MEAL? NO YES

TYPE OTHER
REG STRATI ON TABLE? YES NO
GENERAL OFFI CERS OR OTHER VI P’ S ATTENDI NG? NO YES

NAVE
PLACE CARDS? NO __ YES ___ HEAD TABLE ONLY __ ALL TABLES
TYPE OF BAR HOST PAYS cobD PRO RATA
PAYMENT: CHARGE _ PRORATA HOST OR ORGANI ZATION__
GRATUI TIES:  PERCENTAGE FOOD BAR

OPTI ONAL | TEMS:

FLORAL: BY WHOM

TABLE NUMBERS DI SPLAY TABLE FLAG
PODI UM M KE

SCREEN PROJECTOR: OVERHEAD SLIDE
GAVEL PONTER EASEL EXTENSION CORD
MUSI C (TYPE)

SEASONAL SILF CENTERPIECES BUD VASES
PORTABLE DANCE FLOOR CHAMPAGNE FOUNTAI N



BEVERACGE SALES

Because food is often a focal point of a catered event,
nenbers of the catering staff sonetines have a tendency to place
nost of their tinme and effort into selling the food portion of
the nenu. Although food i ncome hel ps support the catering
program the income from beverage sal es produces profit for the
club’s bottomline.

Every nmenber of the catering sales staff should have a basic
know edge of beverage sales and service. They don’t have to be a
beverage expert, but they should know enough about w ne and
spirits to advise and recomend sel ections to the client.

Reception Beverages

Many functions begin with a reception. This serves as an ice
breaker and allows for the varying arrival times of the guests.
A reception also nmakes it possible for guests to nobve around and
to socialize with others.

If a reception is to precede the function, the availability
of beverage service should be provided in a style conpatible with
the function. For exanple, the host may be unable to afford an
open bar, however, he or she may want the club to offer w ne and
champagne by the gl ass, and soft drinks and beer by the bottle.
This service elimnates the cost to the sponsor, but stil
provides an opportunity for social interaction.

Beverage service will often extend beyond the reception. The
sponsor should be asked if they would |ike wine to be served with
the neal. |If so, a widely used rule of thunmb is that two bottles

of wine per course for ten guests will be needed

If the sponsor’s budget does not permit the expenditure for
wi ne and the sponsor w shes to have it available, w ne and ot her
beverages may be sold by cash at the individual table by the
servers. A card listing a linmted nunmber of beverages may be
pl aced on the table to facilitate sales

The host shoul d be asked whether after dinner beverages are
desired. This may include coffee, tea, dessert w nes, port,
cognac, or coffee with alcoholic spirits.

Portable Bar Service

I f beverage service is to be provided by portable bars, there
are two types of bars used for special functions:
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Cash (No Host) Bar: A cash or no host bar is one in which
the guests pay for their drinks as they receive them at
prevailing prices. A cash register is placed at the bar and
drinks are dispenses at regular prices. This arrangenent is
especially appropriate for sponsors with budgetary restrictions,
yet wish to provide full beverage service. |If there is a m ninmm
hourly sales requirenment, the policy should be explained.

Qpen Bar _or Hosted: An open bar or hosted is one in which
the guests do not pay for the drinks they order. The host pays
for the amount consumed as determi ned between a conbination of
t he openi ng and cl osing cash register reading and the difference
bet ween t he begi nning and endi ng inventory.

open bars may be operated with the following limtations:

Hourly Open Bar: The host pays a pre-determ ned anount for
t he di spensing of an unlimted number of beverages for a specific
period (i.e., one or tw hours.)

Consunption (Limtation) Bar: The host establishes a
doll ar anount that they wish to spend, and when the cash register
reaches that anount, the bar is closed. (The sponsor has the
option to have the bar reopened as a cash bar.)

NOTE: The information on the four types of bar arrangenents
di scussed above may be reproduced and used as a separate

i nfformati on handout to the custoner. A sanple handout is
contained in Section 4 (Supplenentary |Infornmation).

Selling Wne

As a mininmum special function bars should be stocked with
red, white, and blush house wines. Prem umw nes should be part
of premium (call brand) bars

When assisting the client in the selection of wine(s) to
acconpany their menu, it is helpful to know the characteristics
of certain wines (i.e., dry, fruity, sweet etc.). Wne can then
be matched to specific nmenus or entrees according to their
characteristics. |If possible, the sales staff should sanple the
Wi nes avail able for banquet functions. After all, it’'s easier to
sell wine that is famliar to you.

If a client requests a particular w ne or other beverage that
the club doesn't offer, nake every attenpt to determne if it can
be obtained. Renenber, the guiding phil osophy behind neeting
clients’ requests is, if it isn't prohibited by regulation, it
can probably be done (or provided) ... for a price
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The serving of al coholic and non-al coholic beverages is the
sponsor’s decision. The role of the catering representative is
to make the sponsor aware of the options avail able.

ACCOVPANI MENTS

There are nunerous additional touches that can enhance the
success of the event. These may range froma portable live
greenery and sinple floral arrangenents to ice carvings,
champagne fountains, and so on. Sone itens are normally provided
at no additional cost (i.e., flag, podium etc.) while others are
revenue producing option (audio/visual equipnent, candel abra
etc.). Alisting of optional items should be listed in the
catering brochure or on a separate handout to be presented to the
client when firm ng arrangenents

SAMPLE LI STI NG OF ACCOVPANI MENTS | S CONTAI NED I N SECTION 2 (The
catering Brochure).
Functi on Reservation Book

Functi on Reservation books are used to coordinate the daily
assi gnnent of roons, functions, and tinmes. The function book
shoul d be sufficient in size to record reservations for at |east
a 12 nonth peri od.

The book shoul d be devel oped to nmeet individual club
requi renents. As a mininmum it should space for the foll ow ng
i nformation:

1. Date and tine of the event

2. Nane, address, and phone nunber of the host

3. Type of function

4. Name of the roomreserved for the function

5. Expected nunber of guests

6. Agreenent or contract nunber

7. Notations of special arrangenent or requirenents
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If you can’t accommodate the client on the dates and tinmes
requested, offer alternative dates. Wen selling "less
desirabl e" dates, club policy should pernit the latitude to offer
conplinentary incentives such as wi ne, dessert, candles, flowers,
etc.

Price should not be negotiable. There is a greater
perception of value when something "extra" is offered in lieu of
di scounting established prices. Rather than have a client walk
out without a tentative booking being made, (If the client can't
be accommpdated and is not flexible on a date) consider offering
the client a "First Option" on the space and date desired. Place
a GOLD STAR on that page in the function book and file the "First
Option" formchronologically in a "First Option" file (See
exanpl e below). If the booked function is cancelled or changed
to another roomor date, the catering representative, noting the
gold star affixed to the page, refers to the "First Option File"
and calls the client to determ ne whether they are still
interested in the reservation.

FI RST OPTI ON

DATE & Tl ME FUNCTI ON DESI RED:
ESTI MATED # OF GUESTS. .
ROOM

NAIVE:

ADDRESS:

PHONE #
TYPE OF FUNCTI ON:
DETAI LS:

CLCSI NG THE SALE
After the details have been noted, and all the questions
answered to the satisfaction of the client, the |last steps before
presenting the agreenment for signature include:

* Verbally recappi ng what has been agreed upon.

* Recapping what things if any, the club will check on and
in what tine frame they will get back to the client.

* what information, if any, the client will provide to the
catering office and in what tinme frame.
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THE AGREEMENT

The last step in the sales process is the signing of the
agreenment (Contract). The client ‘nay feel sonewhat apprehensive
when the nonent arrives to affix their signature to a docunent
whi ch is binding upon them (and the club)

Because of this, a concentrated effort should be made to make
the agreenent "user friendly." By this, we nmean in business-
like, but friendly manner. Wrds such as, "Prohibited
unaut hori zed, nust", etc., and phrases such as, "the sponsor wll
or shall..." should be avoi ded.

UNLESS A REGULATI ON SPECI FI CALLY PROHI BI TS SOVETHI NG A
CLI ENT SHOULDN T BE TOLD THAT WHAT THEY WANT | S " PRCHI Bl TED'
| NSTEAD. | NFORM THE SPONSOR THAT THE COST OF OBTAI NI NG OR
PROVI DI NG WHATEVER | S DESIRED (I.E. THRONNG RICE) IS $
The club always has the option of naking the cost of somnething
hi gh enough to cause the sponsor the choose an alternative
wi t hout saying that | T is prohibited.

KEEP PENALTY CLAUSES AND DEADLINE TO A MNITMJUM  GOOD
BUSI NESS SENSE W LL DETERM NE WHEN | T IS NECESSARY TO EXPRESS A
POLI CY FIRMLY; REMEMBER, THE CLUB IS TRYI NG TO BUI LD | TS CATERI NG
BASE AND ONE WAY TO DO THIS IS WTH GOOD WLL AND A FLEXI BLE
PQOLI CY.

NOTE: A sanple club agreenent is provided in SECTION 4
(Suppl emental | nformation).

TELEPHONE MARKETI NG
Tel ephone marketing can be an excel |l ent source of new
busi ness. Before enbarking upon this sales technique, you need a
pl an which i ncl udes:

*  Whom you wi sh to target. (The Target Audi ence)

*  \What key bites of information you want to convey. (The
Message)

*  The results you hope to achieve. (Expect ed Results)

The Target Audi ence

Your market includes individuals who are getting pronoted,
engaged, narried, celebrating an anniversary, retiring, etc. A
good source for identifying these categories of personnel is the
installation newspaper. By review ng the paper’s social events
colum you’'ll obtain some excellent prospects
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Anot her audi ence is the organizational units assigned or
attached to your installation. These organizations may be
interested in conducting their next unit party, organization day
events, and other special occasions at your facility.

The Message

You have only a brief opportunity to state the reason for
your call, to describe the catering services you offer, and to
create enough interest to gain a positive response fromthe
person contacted. To realize the npst opportunity for successfu
selling, a script should be prepared which contains the key
poi nts that you want to convey. Bear in nind that whatever you
plan to say must be clear, concise, and appealing enough to
create interest. The catering representative should practice the
presentation so that it sounds natural and not as if it was being
read. Here's an exanple

"GOOD MORNI NG, MS. BENSON. THI S IS CARL WH TMAN FROM THE
CATERI NG DEPARTMENT OF THE CAMP BUTLER CLUB SYSTEM WE NOTED THE
ANNOUNCEMENT OF YOUR DAUGHTER S VEDDI NG | N THE POST NEWSPAPER,
AND WOULD LI KE TO EXTEND OUR BEST W SHES TO THE FAM LY.

VWE WOULD ALSO LI KE TO OFFER OUR CATERI NG SERVI CES FOR THE
RECEPTI ON | F YOU HAVE NOT ALREADY MADE ARRANGEMENTS. AS YQU
KNOW WE SPECI ALI ZE | N WEDDI NG RECEPTI ONS AND WE PROVI DE A CHO CE
OF SERVI CES TO MAKE THE OCCASI ON A MEMORABLE EVENT.

|"D LI KE TO EXTEND AN I NVI TATION TO VISIT OQUR CATERI NG OFFI CE
SO THAT WE CAN SHOW YOU THE MANY ATTRACTI VE SERVI CES THAT V\E
OFFER. | T WOULD BE OR PLEASURE TO CATER YOUR DAUGHTER S
RECEPTI ON. "

This type of telephone enquiry can be applied to a nost any
situation, person, or group. For exanple, suppose the call was
to a person whose nanme just appeared on the pronotion |ist:

" GO0D AFTERNOON, MAJOR DI LLON, CONGRATULATI ONS ON YOUR
PROMOTI ON TO LI EUTENANT COLONEL. THIS IS CARL WH TMAN, FROM THE
CATERI NG DEPARTMENT OF THE CAMP BUTLER CLUB SYSTEM

WE' D LI KE TO OFFER OUR CATERI NG SERVI CES FOR YOUR PROMOTI ON
PARTY | F YOU HAVEN T ALREADY MADE OTHER ARRANGEMENTS.
|’ D LIKE TO EXTEND A PERSONAL | NVI TATION TO VI SIT OQUR CATERI NG
OFFI CE SO THAT VWE CAN SHOW YOU OUR FULL RANCGE OF PARTY SERVI CES. "

Expected Results

The ideal success fromthis type of inquiry would be a
tentative reservation or a firmappointnent to further discuss
the special event. At the |east, your nininmumgoal should be to
obtain prospective client’s approval to send thema copy of the
catering brochure.
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Fol | ow Up

After the call, if an appoi ntnment was nade, this and ot her
rel evant information gai ned should be noted on a narketing
report.

Not e: A sanple format is contained in Section 4 (Supplenenta
I nf ormati on).

In some instances, it may be necessary to nake a follow up
call because the person contacted will want to discuss the matter
with their spouse or fanmly. This information should be noted on
the form

Al ways follow up of an opportunity exists for the client to
nake a tentative reservation or an appoi ntnent.

MARKETI NG BY MAIL OR OTHER MEDI A

In addition to your catering brochure, in house posters, and
photo displays, there are additional opportunities to publicize
your catering operation. These can be used just before pronotion
cycles, class graduations, sports tournaments, etc. Exanples of
nedi a marketing incl ude:

a. Direct Mail. This may consist of a specially prepared
flyer or a mini-brochure that describes the availability and
advant ages of the club for catered events.

b. Pronpotional Tie-lns. Your catering program can be
pronoted by spot announcenents at bingo and other club events.
Consi der offering conplinentary bite-sized sanples of the club’'s
signature dishes available for catered events.

c. Advertising in conmand newspapers and other publications
targeted to the military community. Advertising of this nature
has the potential to be seen and read by a | arge audi ence.
General |y, whenever there is a paid advertisenent, it is
recommended that the copy and illustrations be professionally
prepared. This will help insure that the copy is eye-catching
and appropriate to your target audi ence. Wen considering the
cost, remenber that your ad is conpeting with professionally
prepared ads for the reader’s attention

d. Flyers distributed to residences and high traffic areas.
Flyers in this category are nornmally rem nder types that
typically say sonething such as:
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"Let us cater your next special event. For your next
function or party, |eave the planning and preparation to us.
Whether it is a function for 10 or 300 we can neke it menorable
occasion. For nore information, contact our catering nanager,
Narme at phone nunber "

e. Tie-in with other MAR activities. Cross-pronote your
catering programw th other activities such as the bow ing and
golf centers, child care facilities (good opportunities for
birthday parties), etc. This pronbtes increased nmarket awareness
of your program and costs you nothing

f. Video presentations in high traffic areas. In the
cosnetic section of many departnent stores, there are continuous
vi deo presentation on how to apply makeup, etc. This is an
i nexpensive and effective nethod of attracting potentia
custonmers to buy a particular product.

Similarly, a video depicting successful club events,
banquets, buffets, decorations, and special thene parties can be
an excel l ent nerchandi sing and sal es presentation. A video
presentati on may achi eve two purposes--in high traffic areas such

as the MCX, conmissary, and the club lobby, it can effectively
pronote increased awareness of the availability of the club
catering for a wide variety of special events. Wen used within
the catering office, a video presentation can be a visually
persuasi ve sales tool for the prospective clients.

g. Enpl oyees. This is an opportunity that’s often
over| ooked by managenent. Enpl oyee recommendations can result in
addi ti onal bookings. Make sure your enpl oyees know about your
catering programand offer theman incentive (i.e., a discount
coupon) if a firmbooking occurs as a result of their
recommendat i ons

h. Menbers. Encourage nmenbership recommendati ons of your
catering program O fering an incentive such as a conpl enentary
dinner for two if soneone books a function based upon a nenber’s
reconmendat i on

i. Wrd of Muuth. This one of the npst powerful and
ef fective neans of generating additional business. However, this
can al so work AGAINST your catering programif word of nouth is
negati ve. To illustrate

A successful event will often result in repeat business and
positive recomendations to others by the sponsor and hi s/ her
guests. On the other hand, a | ess-than-successful function may
produce negative comrents and a | oss of future business. (That's
why after-event follow up is critical.)
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ITS MICH EASIER TODO IT RIGHT THE FI RST TI ME THAN GETTI NG
A DI SSATI SFI ED CLI ENT TO RETURN. The extra effort it takes to
assure a function’s success can garner highly favorable
publicity. You can help notivate the catering personnel through
an incentive program This is discussed in the next topic,
"Gratuity or Service Charge Distribution."

GRATUI TY OR SERVI CE CHARGE DI STRI BUTI ON

It is a maj or managenent challenge to consistently receive a high
degree of interest, involvenent, and notivation from catering
enmpl oyees who performthe sane function day after day.

Catering operations have responded to this challenge by setting a
standard which insures service personnel (waitstaff, bartenders,
war ewashers, set-up crews and cooks) receive a portion of the
gratuity or service charge distribution. Gatuities are
considered to be any charge tip voluntarily added by the patron
to his bill. A service charge is an anount of npney
autonatically added to a patron’s bill by the activity

An exanpl e service charge distribution to service personnel is as
follows: (CHANGES TO AN EXI STI NG GRATUI TY OR SERVI CE CHARGE

DI STRI BUTI ON PLAN SHOULD BE COORDI NATED W TH YOUR PERSONNEL

OFFI CE AND WTH THE UNI ON, | F APPLI CABLE.)

1. Warewashers and Cooks 15%
2. Set-Up Crew 10%
3. Witstaff and Bartenders 75%

Service personnel may receive their share of the distribution
based upon the nunber of hours worked on banquets for the period.

For exanpl e, assunme that $100 was avail able for distribution at
the end of a 2-week period and there were 35 hours associ at ed
wi th banquet service

Person "A" Worked 10 hours divided by 35 = .285 x $100 = $28.50

Person "B" Worked 20 hours divided by 35 = .571 x $100 = $57. 10

Person "C' Wirked 5 hours divided by 35 = .144 x $100 = $14. 40
35 hours total $100. 00
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NOTE: Management personnel and personnel assigned administrative
duties are prohibited fromaccepting tips or participating in
recei pt of distributed service charges

The advantage to equitable distribution of noney based upon
hours, not on who worked a particular party, is nanagenment avoids
clainms of favoritismby assigning only "certain" service
personnel to all the "good" parties.

CORRESPONDENCE AND FORM LETTERS

Letters relating to the catering operation can aid in the
club’s marketing and sales efforts and serve as a public
relations tool. Correspondence or formletters should be
devel oped for specific applications, and prepared in a
busi nesslike, but friendly manner. They should be witten in a
first person format and shoul d avoi d being overly solicitous.
Once established, a correspondence file shoul d be updated, and
reviewed at |east annually.

Preparati on of correspondence of this nature is sonetines
viewed as an additional administrative burden; however, the
potential benefit to current and prospective clients is
i measurable. A witten followup of an interview, or a "Thank
You" note to the host or sponsor of an event conveys the nessage,
"You are inportant to us, and we appreciate and val ue your
busi ness. "

Every club shoul d devel op correspondence formletters which
are nost appropriate to their operation. Sonme of the nore
frequently used letters may incl ude:

Follow Up On Tentative Reservation

Confirmati on O Booki ng

Fol l owUp After An Inquiry

Cancel I ati on of A Function

Fol  ow- Up On Event Held At Another Facility

Direct Marketing - General Audience

Direct Marketing Wth Brochure To Target Audience
Thank You and Annual Foll ow Up

NOTE: Sanpl es of the above letters are contained in Section 4
(Suppl ement al | nformation).
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SECTI ON 2
THE CATERI NG BROCHURE

| NTRODUCTI ON. Earlier, it was nmentioned that the catering sal es
of fi ce shoul d convey an i mage of professionalismand shoul d
appeal to the aesthetic values of the client. O equal or even
nore inmportance is the sales brochure. This sales tool should
reflect the chef’s culinary skills, the attention to detail that
the club will provide, and nost inmportantly, the reassurance that
THE CLUB WLL DO IT R GHT!

This section contains subjects that are applicable to nost
clubs. Topics which are npst often contained in club brochures
can be fund in the pages that follow The sanple infornation
provided should be tailored to neet local requirenents with
subj ects added or del eted dependi ng upon your particul ar
oper ati on

The information which follows reflects policies and
procedures applicable to nost operations and is intended to
convey information in a clear, concise, and user-friendly format.
There is a minimumof will nots, cannots, prohibitions, and other
negative words. The enphasis is upon a, "YES WE CAN' ATTI TUDE

SAMPLE CONTENTS
Dear Menber

This Catering Brochure has been prepared to assist you in
pl anni ng your event at the Club. Space
limtations prevent us from describing everything we can do
however, we will do our utnbst to assure that you are pl eased
with the results. |If there is sonething you'd |ike but cannot
locate within this brochure, please call us and we will nake
every effort to accommodat e your requests

The opportunity to arrange for catered events is open to
nmenbers in good standing of a mlitary club. A catered event is
defined as exclusive use of a private room which entails special
pl anni ng; e.g., luncheons, dinners, wedding receptions, change of
conmand receptions, etc.

The club is governed by, and rmust conmply with, Morale,
Wl fare, and Recreation Policy. Since the club is not pernitted
to subsidize the cost of private parties, our prices reflect the
cost necessary to provide the type of service requested. No
group or individual may receive special prices or privileges that
are not available to the nmenbership as a whol e.
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Reservati on/ Deposits

Catering facilities and services are provided on a first-
cone, first-served basis. Reservations for a particular roomare
determ ned by the nunber of guests and the arrangenents and
services to be provided. Prelimnary arrangenent for a function
may be nade by tel ephone or in person. A function is tentative
until the sponsor signs a catering agreenent and nakes a deposit
of __ ($ or 9. The agreenent should be signed at |east
_____ days prior to the scheduled function. This permts the club
to assure that the food, staffing, and arrangenents receive the
attention they deserve

To avoi d mi sunderstandi ngs and to hel p assure the success of
your event, please be sure that all your requirenents are noted
in the agreenent. For |large functions, we recomend that one
i ndi vi dual be designated to coordinate all requirenents with the
catering office. Any changes to the agreenment shoul d be made
only by the sponsor or the individual so designated by the person
signing the agreement. Pl ease schedule an appointnment with a
catering representative by calling

Guar ant ees

Pl ease provide us with the approxi mate nunber of expected
attendees ___ _days prior to your special function. Sponsors are
requested to furnish the catering office with the guaranteed
nunber of attendees at least ___ hours before the function

The club will prepare food for five percent (5% nore than
the guarantee. |If the actual number of guests exceeds the
guaranteed figure by nore than 5% the club reserves the option
to provide simlar nenu itens for the additional guests.

If nmore than one entree will be served, a guaranteed figure
is needed for each entree. Sponsors are obligated to pay for al
guests served. |If the actual nunber of persons attending is |ess
than the guaranteed nunber, the sponsor will be charged the
guar ant eed anount .

Cancel | ati ons

W thout sufficient advance notice, cancellation of a function
results in costs to the club (i.e., food has been ordered, |abor
conmm tnents have been made, and supplies and equi pnent are in
pl ace ready for use in the particular function).

If a function is cancelled without advance notice
the deposit will be forfeited. Cancellations nmay be nade by
phone by the sponsor with witten confirmation following within

24 hours.
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I ntroduction of Food/Beverages into the O ub

Due to health and safety requirenents, except for cerenonial
cakes, MAR policy does not permt the introduction of food or
beverages by any nenber, guest, or group for consunption within
t he cl ub.

Gatuity

Agratuity of __ %wll be added to the total cost of the
food and beverage portion of your function. This gratuity wll
be shared anong all personnel who worked upon your event. (NOTE:
IRS regul ations require that ALL gratuities nust be disbursed to
t he enpl oyees concerned and may not be retai ned by managenent.)

Service Charge

A service charge of __ %w |l be added to the total cost of
your function. % of this amount will be distributed to all
of the staff who worked on your event. The remainder will be

used to defray the cost of the catering office, the catering
brochure, and related material s.

(NOTE: If a service charge is inposed rather than a gratuity, it
nmust be made clear to the sponsor that not all of the anmpunt is
for distribution to the enpl oyees).

Split Menus

W recommend that only one entree be selected for a sit down
function. This will help expedite preparation and service to
your guests. Additional serving time shoul d be programed when
two (maxi num) entrees are selected. If a split menu is desired,

there is an extra charge of per person to cover the

addi tional preparation and serving tinme. Wen two entrees are
bei ng served, we will provide the sponsor with col or coded place
cards so that the servers may distinguish what each guest will
receive.

Cakes

W can recomend several reliable bakeries. They have
provided us with pictures of their cake designs and their prices.
We will assist you with your arrangenents, or you may make then
on your own. To assure tinely delivery of your cake, we
recommend that you call the baker on the norning of the day of
your event.
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Candl| es

The club has several varieties of candles available at
nom nal cost. These include tapered 12 and 15 inch lengths in
white and red colors, and | ow boy candles (d ass patio lanps with
netting) in red, blue colors. Candelabras with or without
candl es are al so avail abl e.

Decorati ons

Tabl e and floor decorations, such as flowers or balloons, are
wel come for all functions. However, because nany itenms in the
club are uni que, expensive, and can be easily damaged, please
coordinate with our catering office prior to affixing any
decoration to the walls, ceiling, doors, or fixtures. Please
remove all decorations at the conclusion of the event. W regret
that we cannot be responsible for decorations left in the club

Ent ert ai nnent

W can recomend and arrange for entertainnent to suit your
particular event. This includes nusicians and groups of every
nusi cal style, as well as nmmagicians, jugglers, clowns, and other
specialty perforners. You nay prefer locating the entertainnent
yourself; in either case, due to liability and safety
consi derations, entertai nment nust be contracted for and paid by
the club using a standardi zed commerci al entertai nment contract.

If you do not require live entertainment, the club can
furnish pre-recorded cassette tapes for the function. |f you
wi sh to use the club’s in house system please have this noted in
your agreenment. W ask that entertai nment concl ude at |east 15
m nutes prior to the schedul ed ending tine of the event as noted
in the agreenent.

Fl oor Pl ans
There are various room and seating arrangenents avail able for

your special function. Please consult the catering staff for
further information. (NOTE: SAMPLES ARE CONTAI NED | N SECTI ON 4)

Fl owers and Bal | oons

Fl owers, floral centerpieces, portable plants and greenery,
and bal |l oons can add a festive accent to your function. CQur
staff can recommend ideas to brighten your event at prices within
every budget.
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Li nen

W offer a wide selection of color-coordinated table cloths
and napkins. Sanples are available in the catering office

Phot ogr apher Servi ces

The catering office can assist you in contacting a
pr of essi onal phot ographer to record your nenorabl e occasion.

M crophones. Podi uns. and Audi o/ Vi sual Equi prent

A podi um and a stand-up m crophone is available at no
addi tional cost. There is a charge for audio/visual equipnent
such as | avaliere mcrophones, overhead and slide projectors,
screens, etc. Please discuss your requirenents with the catering
staff.

Weddi ng Receptions

W specialize in making this occasion a nenorabl e event.
Pl ease ask our catering office personnel for our wedding
brochure.

Rental of dub Serving Equipnent/Qher |tens

The Club has a linmted quantity of serving trays, pans,
gl asses, china, flatware, tables, linens, etc., for rental for
your private parties at home. Please request our |ist of
avail abl e itens.

Services Qutside of the dub

The club can deliver food and rental itens to on-base
| ocations. For |abor and other costs associated with this
service, please contact the catering office

Acconpani nent s:

NOTE: Part or all of the follow ng infornati on nay be
included in the brochure, or nmay be reflected as suppl enental
handout to be given to the client (see sanple in Section 4). The
following itens nay be obtained at noninal cost to acconpany your
event
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Anerica Flag and Stand (No charge)

Bud Vases

Candel abra

Chanpagne Fountain

Di nner Chi nes

Easel s

Gavel

Laval i ere M crophones

Over head Proj ector

Table Skirting in choice of colors:
Wi te, Blue, Pink, Beige, Yellow

Portabl e dance floors (Size 12' x 12 or 24’ x 24')

Screen

Seasonal Silk Floral Arrangenents

Slide Projector

Tabl e Nunbers and Stands (No charge)

Paynment :

Cash/ Check: Paid before or inmediately after the function.
Cl ub card account charge. Visa or MasterCard: |n-house charges
are accepted fromclub menbers in good standing.

Pro-Rating: |f a sponsor desires to have the function
charged to individual nmenber’s accounts, the catering office can
provide forns for this purpose. The sponsor is responsible for
furnishing an al phabetized |ist of names with club nunbers no
later than the first working day follow ng the function.

Non- nenbers attending a function nay not be included on the
pro-rated list. The sponsor is responsible for collecting from
these guests. Only the sponsor or designated representative nay
add or delete nanes fromthe pro-rated listing. The club accepts
pro-rated arrangenents w th the understanding that the sponsor is
ultimately responsible for full payment of the event.
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SECTI ON 3
VEEDDI NG RECEPTI ONS
| NTRODUCTI ON

A wedding is usually the single nost inportant event in a
person’s life, and the very nature of a wedding recepti on demands
the utnost skill, attention to detail, and careful coordination
with the bride & groomand the individuals naking the
arrangenents.

A representative fromthe catering office or club managenent
shoul d be present fromthe noment the first guest arrives unti
the final bouquet has been thrown. The single nost inportant
role of the catering staff should be the sincere assurance that
the wedding reception is in the capabl e hands of an experienced
staff and that |T WLL BE DONE RI GHT

Weddi ng receptions can be major revenue producers. To help
assure success, the follow ng areas shoul d receive major
enphasi s:

*Devel opnent of a separate weddi ng brochure. Your club
conveys the inportance it places on weddi ng receptions through
the publication of a wedding reception brochure. This is true
regardl ess of the size and details of the brochure itself.
(Sampl e contents are contained in the section.)

*Checklist. A checklist that covers virtually every facet of
weddi ng reception planning and execution should be used by the
cl ub. This hel ps avoid last minute glitches and reduces the
possibilities of major omi ssions in the planning and arrangenent.
(See sanple in this section).

*Decorations. table setting. roomlayout. and flow These
areas are often major concerns of the bride and the fanmily
These topics should be discussed in detail with the parties
concerned and once agreenent has been reached, the sponsor shoul d
initial the diagramor the agreenent that reflects how these
arrangenent will be carried out.

*Cl ubs should offer a mininum of three conplete plans for
each of the follow ng weddi ng functions:

Hors d’ oeuvres Receptions
St and- up Buffet

Seat ed Buff et

Seat ed Di nner

Conpl ete plans should include everything; i.e., food, beverages,
live entertai nnent, chanpagne toast, weddi ng guest book, color
coordinated linen, cake, and floral arrangenents.



SAVPLE WVEDDI NG BROCHURE CONTENTS

Vel cone and thank you for selecting the Cl ub.
W have been hosting weddi ngs and receptions for over ___ years,
and we want to nake your weddi ng reception one of the nost
cherished nenories of your life.

W provide a choice of several conplete, all-inclusive plans
in several prices ranges, or the opportunity to customdesign
arrangenents or a conbination of both. W offer seated dinners,
seated buffet dinners, and stand-up receptions. In each
category, there are varied nmenus and options which enables you to
tailor your reception to nmeet your specific desires. Qur
attention to detail is designed to nake your arrangements and
pl anni ng snooth and worry-free

Room capacities vary according to the configuration of the
bar entertai nment arrangenents. For your planning purposes, room
capacities are indicated bel ow

ROOM SEATED DI NNER SEATED BUFFET STAND- UP
Conner Room 350 320 500
Soner set Room 40 35 60
W nder nere Room 110 80 150

A conpl ete wedding i s booked for four hours for seated
functions, and two and one-half hours for stand up receptions.

Pricing for the all-inclusive plans is based on the nenu and
type of reception selected. The three categories of receptions
avai |l abl e include stand-up receptions, seated dinners, and seated
buf fet dinners.

The nmenus avail abl e for each category follow this section.
Weddi ng cake of your choice is included with each nmenu

Open bar. An open bar is included in the package price
The bars are open for the entire two and one-half hour period for
stand up receptions. For seated dinners and seated buffets, the
bars are open for three hours and during the neal -hour, carafes
of wine are provided for each table of ten guests. A chanpagne
toast for all guest included with the bar arrangenents.

Live Entertainnent. An orchestra or trio is included in the
price of the plans. Where there is a final count of 100 or nore
guests, an orchestra is provided; if your reception is |less than
100 guests, the plan includes a trio.

Flowers. Floral decorations are provided for the bridal and
cake tables, for seated dinners and seated buffet dinners. For
cocktail receptions, the buffet centerpiece is provided in lieu
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of the bridal table centerpiece. The remaining guest table are
provi ded candl es.

Li nen. Napki ns are available in a variety of colors for
seated functions. Tablecloths are nornally white, and tables
which require skirting (cake, gift, book, etc.) are skirted in
white. Additional decorations are available, if so desired.

Personal Itens. Brides may wish to bring fam |y cake knives
and servers, engraved chanpagne gobl ets, special tablecloths,
i nprinted napkins and mat chbooks, and other itens. These itens
may be brought to the club within 24 hours of the reception. W
will be happy to place these items at the reception for you.

Qur plans also include the weddi ng guest book, all service
charges and set-up fees (except those related to package
nodi fi cations), and supervision by trained professional catering
sal es managers and service staff.

Ri ce. The throwing of rice, confetti, bird seed, or flower
petals is tinme consuming and difficult to clean up; for this
reason, if any of these itens will be thrown during the
reception, there will be a clean up charge of $

Addi tional Touches. Listed below are optional itens at
nom nal cost that will be provided upon request.

Addi ti onal appeti zers

Hot Hors d’ oeuvres

I ce Scul ptures

Candel abra

Chanpagne Fountain

Lace Overlays for the Cake Tabl e

Take Horme Deli Tray for the Famly

Cheese Display and Raw Vegetable Mrror

Prem um Chanpagne: (Korbell, Great Western, or Met et
Chandon)

Addi tional or Specialty Desserts
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STAND UP BUFFETS
REGENCY BUFFET

Assorted Cheese & Crackers
Devi | ed Eggs
Assorted Raw Vegetable with Dip
Cockt ail Mousse
Hot Chili Con Queso with Taco Dip

R O R R S e S S R R S

Choi ce of Two Hot Hors d’ oeuvres

Crab Puffs Sweet & Sour Meatballs
Egg Rolls Br eaded Mussel s
Italian Meatballs Qui che Lorraine

R R S S S I R R O

Cof fee and Tea

kkkkhkkkhkhkkhkkkhkkkhkkx*x

Weddi ng M nts
DELUXE BUFFET

Fresh Fruit Tree
I nt ernati onal Cheese Station
Assorted Canapes
Deep Fried Caulifl ower
Batter Fried Mushroomns
Devi | ed Eggs
Chi cken Hot' Lips
Assorted Raw Vegetables with Dip
Oysters and C ans on the Hal f Shell
Assorted Finger Sandw ches
Hot Chili Con Queso w th Chips
Assorted Chips and Cold D ps

khkkhkkhkdhkkkhkkhkhkkx

Carved Tenderloin of Beef with Tea Rolls
*hkkhkkkkhkkkkkkx*k

Choi ce of Two Hot Hors d’ oeuvres

Pizza Puffs Sweet & Sour Meatballs
Egg Rolls Br eaded Mussel s
Italian Meatballs Qui che Lorraine

kkkkkkhkkkhkhkkhk*k

Petite Fours
kkhkkkkhkkkkkkkx

Cof fee and Tea

R S S

Weddi ng M nts
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| NTERNATI ONAL BUFFET

Pi neapple Tree with Fresh Fruit
Veget abl e Bl ue Cheese Dip and Assorted Cheese
Pate de Maison and Steak Tartar
with Party Rye and Punpernickel Breads
kkkkhkkhkhkkkhkhkhkxkkhkhkhrhkkkk*k
Assorted Canapes Consisting of
Smoked Oysters and O ans, Chicken, Ham
and Shrinp Mousse in Pastry Puffs
Snoked Sal mon, Red and Bl ack Cavi ar
Crab Aspic, Conets of Sal am
Corned Beef and Cream Cheese Roul ettes
Devil ed Eggs and Stuffed Cel ery
California Wal nut Pate
Assorted Tea Sandwi ches
EIE R IR I S S
Hand Carved Steanshi p Round of Beef
Fried Maryland Crab Puffs
Bacon- W apped Chi cken Livers
Cl ans Casi no
Chi cken Nut Puffs
Bour bon Franks
Bar becued Riblets
Swedi sh Bar becued or Sweet and Sour Meatballs
Tempura Fried Vegetabl es
Mushr oom Caps Si ngapore

REE I S S R R T

A Variety of Rolls, Party Breads and Condi nents

kkkkhkkkkkkhkkkhk*k

Apple and Alnond Fritters

kkkkkkhkkkhkhkkhk*k

Cof fee and Tea

kkkkkkhkk*k

Wedding M nts and Nuts
SEATED BUFFETS
KENSI NGTON BUFFET

Fresh Fruit Cocktail
Assorted Juices
Ham Bacon, and Sausages
Scranbl ed Eggs
Hash Browned Pot at oes
Creaned Beef
Bi scuits
Bel gi an Waffle and Orel et Station

Cof fee and Tea
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VELLI NGTON BUFFET

Assorted | ced Relishes
Peach Aspic with Wl nut Dressing
Fruited Jello Mdlds with Cottage Cheese
G een Beans vinaigrette Sal ad
Tossed Garden Sal ad
Choi ce of Dressing

R R S o O
Beef Stroganof f
with buttered Egg Noodl es
Broiled Filet of Sole Al nandi ne
kkkkkkkk*x
Pot atoes au Gratin
French-cut G een Beans
d azed Petite Carrots

khkkhkkkhkkkhk*k

Assorted Rolls and Wi pped butter

kkkkkkkkkk*k

Strawberry or Chocol ate Musse
*kkkkkk k%

Coffee or Tea

*kkkkkk*k

Weddi ng M nts
STRATFORD BUFFET

Assorted | ced Relishes
Gazpacho Aspic with Sour Cream
Peach Aspic with Wl nut Dressing
Fruited Jello Mold with Cottage Cheese
Fruit Sal ad Bow
Three Bean Sal ad
Cucunber and Tonmato Sal ad
Tossed Garden Sal ad
kkkhkkhkkkkhkkhkkkkk*k
Top Sirloin of Beef
Breast of Chi cken Normandy
Seaf ood Newburg au Sherry
Rice Pilaf, Potatoes au gratin, Peas
and Pearl Onions, and d azed Carrots

kkkkkkhkkkhkhkkkk*x

Assorted Rolls and Wi pped Butter
kkkkhkhkkkkhkkkk*k
Par fa it

(Your choice of cordial filling)

khkkhkkhkkhkkhkhkxkkx*k

Cof fee or Tea

kkkkkhkkkhkkhkkk*k

Weddi ng M nts
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SEATED DI NNER MENUS
(Sel ect One in each Category)
APPETI ZERS AND SOUPS

Frosted Fruit Cup au Kirsch
Melon with Strawberries (In Season)
French Onion or Cream of Broccoli
Tossed Garden Sal ad * Chef’'s Caesar Sal ad

ENTREES

*Breast of Chicken Veronique with seedl ess grapes.

*Breast of Chicken stuffed with apple and al nond dressing.

*Veal Princess - sautéed with asparagus & Hol | andai se
sauce.

*Veal Cordon Bleu - stuffed with Swiss cheese and ham

*Roast Top Sirloin of Beef - w th nushroom sauce.

*Prime Rlb - Au Jus and with creany Beefeater sauce.
Assorted Dinner Rolls and Butter

VEGETABLE:
Broccol i, Peas, String Beans, G azed Carrots
POTATO OR RI CE:
Baked, Oven Roasted, Parsley New Potatoes or Rice Pilaf
DESSERTS
Creme de Menthe Parfait

Chocol ate or Strawberry Musse
Sherbet or Ice Cream

* k Kk %k

Cof fee and Tea

* k Kk k

Wedding M nts
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PRI CES

Stand Up Buffets

Regency buffet........ ... ... ... ... ... ... . ... ... $__ per person

Deluxe Buffet........ ... $ per person

International Buffet.......................... $__ per person

Seated Buffets

Kensington Buffet......... ... ... ... .. ... ...... $  per person
Wellington Buffet......... ... ... ... .......... $___ per person
Statford Buffet......... ... ... ... ... .. ... .... $__ per person

Seated Dinners

Chicken Veronique........... ... ... $___ per person
Chicken Stuffed Wth Apples & Alnonds......... $___ per person
Veal PrinCess. . ... ... $__ per person
Veal Cordon Blue.......... ... ... ... ... $___ per person
Roast Sirloin of Beef.......................... $__ per person
Roast Prime Rib......... ... .. $___ per person

Qptional Itens

Ice CarVvings. ...t e Pl ease ask caterer
Take Honme Deli Tray............................ $___ each

Korbell Champagne............. ... v, $ P. P.
Great western champagne.................... $ PP

Moet et chandon chanpagne. .. ................. $ PP

Continental Butler Service................. $_ P. P.

Pl ease provi de the guaranteed guest count at least __ hour s

prior to the reception. This is the m ni num nunber of guests for
whi ch you will be billed.
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Pl ease provide the final cake count__ hours in advance of
the reception.

Paynent :
Cash/ Check: Paid before or inmediately after the function.

G ub card account charge Visa or MasterCard: I n- house

charges are accepted fromcl ub nenbers in good standi ng.
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VEDDI NG RECEPTI ON
CHECKLI ST

TI ME

MEMBER S NAME

RANK CLUB CARD

#

NAME COF
BRI DE/ GROOM

MEMBER S
ADDRESS

PHONE: HOVE

BUSI NESS

TI ME OF CEREMONY

TI ME OF

RECEPTI ON

NUMBER OF GUESTS EXPECTED

NO. AT BRI DAL TABLE

FAM LY TABLE

LINENS: TABLE CLOTHS NAPKIN COLOR NAPKI N

FOLD
SKIRT COLOR VALANCE COLOR_

GUEST BOOK TABLE G FT

TABLE

CAKE KNIFE & SERVER _ BRIDE & GROOM GLASSES _ NAPKINS __

MATCHES

FLOAERS: CLUB CENTERPI ECES FLORIST FLOR ST NAME_
TIME OF DELIVERY __

NAVE OF BAKER TI ME OF

DELI VERY

msIc NAMEOFGROP STARI NG

TIME_

DANCE FLOCR
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REFRESHVENTS: BAR _~~ ALCCHOL PUNCH BEER/ W NE

NON-ALCOHOLIC CHAMPAGNE FOUNTAI N
TYPE OF RECEPTION: BRUNCH __ LUNCHEON ___ SEATED DI NNER
GRATUI TY

Ri ce, birdseed, confetti, etc., thrown inside or outside club
prem ses - $25.00

*Quest list (includes band, florist, bakers) to be furnished 3
days prior to function, in al phabetical order.

* |f access thru controlled gate is required.

3-11



SECTI ON 4
SUPPLEMENTAL | NFORVATI ON

NOTE: The followi ng i nformation may be used as a handout to the
client.

Room Layouts The room and set up arrangenents contained in the
next four pages are provided as sanples and should be nodified to
neet | ocal requirenents.



MEETING ROOM LAYOUTS
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PLACEMENT DIFFERENTIAL

VARIATIONS IN ROOM USE

O

in the same ares — square tadies placed in
Giamond pettern ususlly permit up 1 25%
more seatng than when sel in rectanguisr
pattern.

SEATING CAPACITY
PER BANQUET TABLE

Round Persons
Tables Sested

' dlameter [ ]
** dlameter -8
** diameter 10
** digmeter 10
' dlameter 10-12

Oblong Persons
Tables Seated

** x 48"
" x 80"

*x 72" -8
"t x 96 10

Sesting capacity may vary depending
on style of event or type of table ser
vice. Less ares migit be used for fast
food, cafeteris style sesting thaa
might be used for banquet dining.
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ROUND BANQUET TABLES
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SUGGESTED FUNCTION ROOM SET-UPS
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Staffing For Functions

Qur pricing includes sufficient personnel to support your
event. |f you desire supplenental staffing, this can be arranged
by an additional hourly |labor charge with a two hour m ni mum per
i ndi vi dual for each server, carver, or bartender desired. The
hourly rates are available fromthe catering manager. The
staffing provided for a typical function is as foll ows:

Stand-up Cocktail Party: One server for every 75 guests.
Seat ed Luncheons/Di nners: One server for every 25 guests.
Buf f et Luncheons/Di nners: One server for every 35 guests.

For VIP functions, one server for every 10 guests is
reconmended.

For major events such as military balls, we reconmend one
server for every 15 guests. Thi s generally enhances the speed
and efficiency of service, thus allow ng event schedules to be
met .

If cerenpnies are schedul ed after the nmeal, sufficient tinme
should be allowed to pernit service personnel to clear the tables
prior to the programto assure distraction-free enjoyment of the
program This al so enabl es service personnel supporting your
party to be rel eased on schedul e, thereby avoi di ng additi onal
| abor costs to the sponsor.

BEVERAGE | NFORMATI ON AND SERVI CES

Staffing
75 CQuests or |ess: 1 Bartender
75 to 150 Cuest: 2 Bartenders
150 to 300 CQuests: 3 Bartenders
300 to 400 CGuests: 4 Bartenders

Portion Sizes/ Servings

1 Bottl e Chanpagne 7 (4 oz) gl asses
1 Litre Carafe Wne 6 (5 oz) gl asses
1 Litre liquor 32 (1 oz) drinks
1 Gl lon Punch 25 (5 oz) servings

Cocktail Receptions - Estinmated Consunption

1 Hour 2.5 drinks per person
2 Hours 4 drinks per person
4 Hours 6 drinks per person
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Draft Beer:

We can set up a keg of beer tap it, and provide gl asses or

cups. Draft beer is served in the follow ng sizes:
Pony Key (7.5 gal) 90 (12 oz) gl asses
Full Keg (15.5 gal) 180 (12 oz) gl asses

(Spillage factors are included in the above servings)

Pl ease note: there is no refund or credit for any unused portions
of a keg.

CHAMPAGNE FOUNTAI N:

Avail able at extra (no extra) charge. The fountain nay be
used for al coholic or non-al coholic punches; however fruit punch
wi th pul p cannot be used.

PUNCH:

Sold by the gallon with 25 (5 oz) gl asses per gallon.

Non- Al cohol i c Al coholic

Club Fruit Sangri a

Basic Fruit Chanpagne

Speci al Reci pe Rhi ne W ne

Sher bet Screwdrivers

Appl e Ci der Bl oody Mary

Fruit Juice Speci al Reci pe
HOUSE W NES:

Avai | abl e by:

Carafe (32 0z2)
1/2 Carafe (16 0z)
G ass (6 0z)
Bottl e (26 0z)

SPECI AL FUNCTI ON BARS

Cash (No Host) Bar: Your guests pay for their drinks as they
receive themat regular prevailing prices. A cash register is
pl aced at the bar and drinks are dispenses at regul ar prices.
This arrangenent is especially appropriate if you have budgetary
constraints, but still wish to offer your guests a full range of
beverage servi ce.




One bartender can serve up to 75 persons. There is no charge

for the bartender(s) if sales reach $ or nmore for each hour
the bar is open. If sales fall belowthis figure, there is a
charge of $__ per bartender per hour.

Open Bar/ Host ed

Your guests do not pay for their drinks. You pay for the
anmount consuned as determ ned between a conbi nati on of the cash
regi ster reading and the difference between the beginning and
endi ng inventory. You or your representative may w tness the
begi nni ng and endi ng i nventoryi ng of the beverages.

Open bars may be operated with one of the follow ng
limtations:

Hourly Open Bar

You pay a pre-determ ned amount for an unlimted nunber of
beverages for a specific period (i.e. one or two hours).

Consunption ($ Limtation) Bar

You establish a limtation on the anpbunt of beverages you
wi sh to pay for, and when that |linmt has been reached (as
determined by the cash register), the bar is then closed. NOTE
The bar may be reopened as a cash bar after reading of the cash
regi ster by managenent. The m ni num sal es per hour guarantee
remai ns the sane as for cash bars.

Aperitifs. Wne Bars. or Toasts

Aperitifs and wines are avail able on a per glass basis. Wth
all wine bars, we offer a selection of sherry, and white, bl ush,
or burgundy wine. W can also provide bottled beer. This type
of service and the anount charged is based on consunption.

Wne and Cordial Service with Meals

Appropriate table wines may be requested for all neals by the
glass, half carafe, full carafe, or bottle. Selected vintages of
Wi nes are available by the bottle fromour wine list. Crenme de
Ment he, Port, Sherry, Grand Marnier, and B&B are available for
after dinner service.



SAMPLE FORM LETTERS

FOLLOWN UP_ON TENTATI VE RESERVATI ON

Dear

During our discussion on _Date , we tentatively booked a __
(Party lunch etc.) in the _Room on _Date .

Due to many requests for catered functions during that
period, and to avoid being di sappoi nted, we request that you
confirmyour reservation by _Date in order to assure that we can
provide our facilities and services to you.

W | ook forward to hearing fromyou and to nmaking your event
a success.

Si ncerely,

Ray Arnold
Cat eri ng Manager

CONFI RVATI ON OF BOCKI NG

Dear

Thank you for selecting the club for your
event. W are confirming the followi ng information for the
function:

1) Nane of Party

2) Type of Function (cocktail Party, Dinner etc.)
3) Date & Tine

4) Name of Room

5) Nunber of Guests to Attend

W | ook forward to serving you and we will do our utnobst to
make this event a success.

If you have any questions or wi sh to discuss additional
i nformati on concerni ng your event, please contact the catering
of fi ce (phone nunber ).

Si ncerely,

Ray Arnold
cateri ng Manager



FOLLOW UP_AFTER AN | NQUI RY

Dear

Thank you for your recent inquiry concerning (_Nane of the
special function ). Enclosed is a brochure which describes our
banquet facilities and services.

We woul d be pl eased to schedul e an appoi ntnent to di scuss
arrangenents and nore fully explain how we can tailor the
function to neet all of your expectations. You can be sure that
your event is very special to us and we will do our utnost to
assure your conplete satisfaction.

Pl ease call the catering office at for an

appoi ntment with a nmenber of our catering staff. We | ook
forward to hearing fromyou.

Si ncerely

Ray Arnold
Cat eri ng Manager

CANCELLATI ON OF A FUNCTI ON

Dear

As you have requested4 the (_Nane of Party , (_reception.
luncheon. dinner. etc), scheduled for (_date ) has been
cancel l ed for the reasons you have indicated.

Shoul d your future plans include a special event, we hope
that you will consider our catering facilities. W will do our
best to assure the success of your event.

Si ncerely

Ray Arnold
Cat eri ng Manager



FOLLONM UP ON AN EVENT HELD AT ANOTHER FACILITY

Dear

Qur congratul ations on the (_nanme of function ), which was
recently held at (_nanme of other facility ).

W regret that we did not have the opportunity of serving you
on this inportant occasion, and | would |like to extend a cordi al
invitation for you to hold your next (_Nane of function ) at the
(_nanme ) dub.

W offer a choice of several attractively-decorated roonms and
excellent food and service. Qur nmenu offers a wi de variety of
sel ections, at prices which will neet your budget.

| woul d be happy to show you our facilities, and personally
assist in you with planning and arrangenents for an event in our

club. Qur nunber is . W look forward to hearing
from you.

Si ncerely,

Ray Arnol d

Cat eri ng Manager
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DI RECT MARKETI NG - GENERAL AUDI ENCE

Dear

If you are | ooking for a pleasant, confortable |location for a
speci al luncheon or dinner - in fact for any function - we
invite you to take a look at the __ Cl ub.

More and nore people are discovering that the Club is a great
place to hold their special event. W offer a convenient
| ocation, plenty of free parking space, and an experienced and
dedi cated staff, for your receptions, parties, neetings, and
speci al events.

Whet her your function is for 10 or for 300 or nore, our
commtnent to excellence will assure that it’s done right. Qur
chef can provide varied nenus of exceptional quality in every
price range

We invite you to be our guest for lunch and to take a brief
tour of our catering facilities. At that time, we will also
provide you with a copy of our catering brochure. W fee

certain that you will be pleased with our catering program
Please call to arrange for a lunchtime visit.
Si ncerely,
Ray Arnol d

Cat eri ng Manager



DI RECT MARKETI NG (W TH BROCHURE) - TO TARGET AUDI ENCE

Dear (_Nane of Individual or Head of the Organization ):

The Club offers outstanding facilities for
receptions, |uncheons, dinners, cocktail buffets, and

organi zational parties. The enclosed brochure contains a parti al
description of our catering nenus and services. W can do much

nore of course dependi ng upon your desires.

Whet her you event is for a party of 10 or a event for 300 or
nore, our trained and experienced staff can nake your speci al
function a menorabl e one.

W would like to extend a cordial invitation to conduct your
very special event at our club. |If youcall usat
we will be pleased to show you our special function facilities
and to explain how we can tailor our services to make the
occasi on a success.

We | ook forward to hearing fromyou.

Si ncerely,

Ray Arnold
Cat eri ng Manager
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"THANK YOU' AND ANNUAL FOLLOW UP

Dear

Thank you for the opportunity of hosting your (_reception.
Dinner etc. ) in our club on (_date ). W sincerely appreciate your
busi ness and hope that we net your expectations.

Based on the success of your function, you may wish to
arrange for a simlar occasion next year. W can offer you the
following (tentative) reservation, subject to your confirmation:

1) Nane of Party

2) Type (Reception, Luncheon or Dinner)

3) Date & Tine

4) Room

5) Nunber of guests

We | ook forward to naking the arrangenments with you for next
year's (_luncheon. dinner Etc.)

Si ncerely,

Ray Arnold
Cat eri ng Manager



SAMPLE LI ST OF CLUB RENTAL | TEMS

Portabl e Dance Floors (12° x 12" or 24 x 24")
Silk Floral Arrangenents
Bud Vases
Chanmpagne Fount ain
Di nner Chi nes
Tabl e Nunber s/ St ands
Candel abra
Table Skirting in choice of colors:
Wi te, Blue, Pink, Beige, Yellow
G asses, Cups, Plates, Bowl's, Saucers, Tabl eware
Punch Bowl s and Ladl es
St er no
Chafing dishes
Pots, Pans, and other Cooking ltens
Tabl es and Chairs
Tabl e Li nen (Sizes 54" x 54", and 54" x 120") in Wite, Beige,
Bl ue and Grey
Napkins in Wite, Beige, Blue and Gey
NOTE: Itens which are | ost, broken, or damaged will be charged
to the borrower at repl acenent cost.



SAMPLE MARKETI NG REPORT

SOURCE OF LEAD:

NAME COF PROSPECTI VE CLI ENT:

ADDRESS:

PHONE: TI ME OF CALL:

DATE: TI ME OF EVENT:

MEMBER YES __ N
COMMVENTS:

FOLLOW UP:

CALL? () YES ( ) NO

RESULTS:




SAVPLE | NTERVI EW REPCRT

I NDI VI DUAL:

ORGANI ZATI ON:

NAME OF CONTACT:

TITLE:

ADDRESS:

PHONE NUMBER: OFFI CE:

RESULTS OF | NTERVI EW

REFERRED BY:

| NTERVI EVER:




SAMPLE BROCHURE DESI GNS

Many shapes and sizes of brochures exist throughout Marine
Corps clubs. Many are well designed, attractive and highly
readabl e, while others could be significantly inproved by a fresh
appr oach.

The sanpl e designs on the followi ng pages nmay be useful in
sel ecting the right design and format for your club.

SAMPLE MENUS
The nenus contained on the foll owi ng pages were extracted

fromcurrent club brochures. They are exanples of inmaginative
and wel | bal anced nmenu suggesti ons.
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— BRUNCH

Choice of tomato, orange, apple or gropefruit juice.
Fruit cup instead of juice extra.

1. SCRAMBLED EGGS
Cheice of hom, bacon or link scusage and hash browns.

2. CHEESE EGGS BOULANGERE
Fresh eggs blended with milk and cheddar cheese,
baked and topped with sour creom and avocodo
slices, served with link sousages.

3. BUFFET BRUNCH
Fruit - Scrambled Eggs - Spanish Eggs -
Hash Browns - Rice - Hom - Bocon - Sausages -
Sweet Rolls - Coffee or Tea.

4. CHICKEN A LA KING
Served on a crisp patty shell, golden rice pilof,
buttered green beans.




BEVERAGE SUGGESTIONS

HORS D'OEUVRES

SPECIAL THEME BUFFETS

DINNER SUGGE;TIONS

LUNCHEON SUGGESTIONS

SUGGESTED BREAKFAST/BRUNCHES

The Manager must have the list of names of club card numbers
for pro-rata parties, signed by the person responsible for the party, the first
workday after the party Is held. Adjustments cannot be made after the bill
has been processed unless approved by the club manager.

It Is the standard proctice in the Club and Restaurant Industry that a service
charge be added to the Party Controct at the time it Is signed by the host.
The amount may vary with the type of party. A service charge of 15% will
be applied to all in-house food service and hast bars.

Additional Fees or Charges:

Use of club rooms for private meetings or seminars may require
a service[set-up fee. The member Is reminded that a room being used for e
private meeting might well be used for a revenue producing function. If the
room Is available, and only minor set up required, then there will be no
charge.

Based on any delay in your beginning/ending contracted times, a
proportionate fee to meet additional labor costs may be added.

Waiter service is based on the following scale: Seated meals - one
(1) waiter per 20 guests, Standup Cochktail party - one (1) waiter per 75
guests. Upon request, additional waiters may be provided at a charge of
$5.50 an hour per waiter.

Wedding receptions have specific fees associated with them, please
refer to the Wedding Reception Chechlist.

At no time i< it permissible to bring items of food or beveroge, except
ceremonial cares, into the club. Except ceremoniol cakes, all food remaining
at the end of the party becomes the property of the club, and may not be
removed from the premises.



Breakfast is served Monday through Friday
from 0700 to 1030 hours, Saturday 0800 to
1330 hours and Sunday 0900 to 1330 hours.
Minimurm of 20 guests.

-A -

SCRAMBLED EGGS, choice of ham, bacon or sausage, hash
browns or grits, biscuits or English muffin, butter, jam, coffee

I

D)

or tea. — B — with small fruit juice of your choice.

-C -
STEAK AND EGGS, Scrambled eggs, hash
browns or grits, biscuits or English muffin,
jam, coffee or tea. — D — with small
fruit juice of your choice.

—E -

2 PANCAKES, scrambled eggs, choice of
ham, bacon or sausage, warm syrup, but:er,
and coffee or tea.

—-—F =

2 FRENCH TOAST, scrambled eggs, choice
ot ham, bacon or sausage, warm syrup,
butter, and coffee or tea.

-G -
CREPES, filled with chicken, tater tots,

fresh fruit cup, coffee or tea. — H — , with
small fruit juice of your choice.

BACON AND CHEESE E3G STRATA, hash
browns, peach or pear half, English muffin,
coffee or tea. ~J—  with small fruit
juice of your choice.

-K -

CREAMED BEEF on biscuits, hash browns,
coffee or tea.

-L-

SEASONAL FRESH FRJIT PLATTER,
English muffin, choice of b ueberry or apple
spiced muifin, coffee or tes.

THE CONTINENTAL,
sweet roll, small fruit juice

and fruit garnish.




1.

2.

GENERAL
ATION

ARRANGEMENTS:

a.  All function arrangements may be processec
through our Cacering Office which is opea
Tuesday afrernuons and Wednesday through
Priday from 0900-1600 (excepe for Legal
"Holidays). Please call for an appointment
time convenient tv you. Catering Office:
283

A function booked by telephone is tencacive
until the sponsor comes to the Club and signs
the special function contract, finalizing
srrangements at least two weeks before the
pearty dace. Two weeks lead-time is desirable
in order to properly plan the functioa.

The -ontract includes a forecase of the
number of actendees. A minimum

aumber must be provided 48 hours in advance
of the function. This number will be the
minimum number upoa which the final bill
will be predicated. Additional may
be added by cunracting the Catering Office
(provided sufficient time remains to prepere
additional items).

STAFFING:

Services of a staff are varied, depending upon the

size and cype of function. Normally, labor costs

are included in the price of the meul, cockail
parxy, etr. However, should additional staffing be
requeste 1 by the sponsor (bertenders ot waitres-
ses), additional labor charges will be based on
their hourly rate and charged on the specil
function contract (two hour minimum). Gracuities
are considered a standard practice in the hos-
picality industry. Normal gratuicy averages ase
15% foe sit-down dinners and 10% for buffets.

PAYMENT FOR PRODUCT & SERVICE:
Payment for the function is the responsibilicy of
the sponsor and may be made as follows:

Cash payment.

Charge co sponsor’s account ( provided there
is an account).

Pro-rated to members actending wirth charge
privileges.

Pucchase Orders for

Appropriated Fund functions.

A combination of the above.

SPECIAL SERVICES

ENTERTAINMENT:

There is no charge for regulacly scheduled
enterrainment. Regularly scheduled enternin-
ment is bands or any masical performances oa
club premises contracted by managemeat.
Sponsors desiring special entertainment foc theit
perty should inform the Catering Office. All
enterrainment must be covered by a contract with
the cost being borne by the requesting parry.
DECORATIONS:

Special decocations muse be cleared theu cthe
Catering Office. Decorations may not be actached
to the walls. All decorations must be removed by
0900 the day after the function. We regret chat
we cannot be responsible for decorations left in
the club.

TABLECLOTH/NAPKINS:

We have several colors of tableclochs and napkins
available. Also, for receptions you may provide
your own imprinted napkins and/or macches.
FLOWERS:

Flowers may be ordered through the Catering
Office, and charges included on the party contract.
However, party sponsors are encouraged to bring
their own flowers.
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We. at your Club. have pledged ourselves lo the
highest standard of quality food. beverage and service.
No matter how large. no matter how small. We stand

ready lo serve your every need.
THE MANAGEMENT
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Breakfast or Brunch
Prices based on 73 people or more.
1.

5. CONTINENTAL BREAKFAST
Juice

Fresh Fruit
Donish Pasty with Butter
Coffee or Tea

SPECIAL BUFFETS
7.
Smbled £
Bocon 9 _
Creamed Beef on Toast
Grits or Hash Browns
Biscuits, Butter and Jelly (Choose one.

Coffee or Tea DBiscuits, Butter and Jelly
Coffee or Tea

The above prices do not indude the standard
15% service charge, or ony tip You may wish
10 give Your waitress.

-2 -

Luncheons

Luncheons con be amanged for o mismum of 20 people.
A 15% service chage will be odded for lobot Inen, et

. CREAMED CHICKEN OR TUNA OVER
STEAMED RICE Gorden peas, wssed salod.

2. SEAFOOD NEWBERG OVER
STEAMED RICE Mixed geen peas ond canoss.
lettuce wedge.

3. PETITE RIB EYE STEAK Mipped pototoes,
green beans amondine, tossed

4. LARGE CHEF'S SALAD Choice of dressing,
chilled vegemato juice.

5. FRIED FLOUNDER Qhoice of dom chowder o
wssed solod, vegetoble, hush puppies.

6. CURRIED CHICKEN Swomed rice.
wssed salod. geenpest

7. BEEF OR CHICKEN TERIYAKI WITH
PINEAPPLE AND GREEN PEPPER
Steamed rice. Oriental vegetobles.

8. STUFFED TOMATO WITH TUNA SALAD
Powato salad, picke. deviled egg.

9. %IVSED ROAST BEEF mw with

10. BAKED HAM WITH PINEAPPLE GLAZE
Sweet pomito, green peas with mushrooms, solod.

11. VEAL PARMESAN I[TALIANO Whipped
potatoes. whole kemel com, wssed solad,

12. BAKED TURKEY WITH DRESSING
Cronberry souce. green beons, ossed solod.

13. FRENCH DIP SANDWICH Powo salod,
devied egg pidde. .

14. SEAFOOD KABOB OVER RICE PILAF
Green peas and mushiooms, ossed salod.

1S. FRIED CHICKEN One-quarter chicken, French

or mashed pe otoes, vegetobie.

16. SWISS STEAK WITH GRAVY Powto or rice,

vegewbie.

17. GOURMET BURRITO. CHILI TOPPING
Refried beons, Spanish rice.

18. ROAST PORK LOIN Applesouce, mashed
potatoes ond gravy, vegetable.

19. BBQ SPARERIBS Baked beons, cole slow,
potato solod, com bread.

20. PRIME RIB. AU JUS 6 oz. boked potato,
vegetable.

21. BBQ BEEF OR PORK SANDWICH With
French fries and cole siaw.

22. HALF ROAST BEEF SANDWICH with
French fries.
All luncheons served *~ith hot rolls, butter, coffee or tea.

-3




Buffet Dinners

Your Qub s proud t have the taient and copability 1 prepare and

serve buffea. The Juffer Dinner 0dds 0 More eicod omasphere 1

your 10600l funcoon and offen Your guests @ selection of enoées

vegembies ond stacher. Ve requee ot ieast 30 peopie in oxder ©

serve g Duffet Dinnec. A 15X service chagye will be added 1 cover

lobox inen. ec. This darge does not incdude any tp You may wish 1©
your waitess. All food remaning at the end of the buffet becormnes
property of the NCO Qub. No wihe-outs.

Contoct the manoger who will assist you in plonning and
Momnmmmmﬂuimumhm
opplicoble 1 buffets ond hors Joeuwees.

1. BEEFEATER'S BUFFET  (Minimum: 40 people)

Mocoronl Salod
Fruit Salod

Hot Rolls and Butter
Coffee

£ o
|

i1
gﬁ

=

H
gi’

Desserts of your choice may be odered ot additonal cost.

PLEASE NOTE: Buff2ts are sold by the serving.
(Once dvough the line)

-t

Hors d Qeuvres

A 15% service choge will be added '0 cover lobot inen, e No
Jefovens will De when off dhe premises.

Listed beiow are kwavms Qvaliobie for y our codaall party and, of coune,
pnoes may vary € cost of goo s inceuses. Only o 13X service chage is
requred for wie-out oxsers of hars doeuvees.

Miraum order for iterma s0id Ly the dozen is J dozen.

HEATED ITEMS
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market ¢ e
Rolts (bite-size); by the dozen
. Ham ‘' Fruit Picks: by the doz. 2
C. COLD MEAT TRAYS (Sen s opproximotely 25)
Indudes rolls and condiments.
1. Siced Kom Yoy 3. Skced Roast Beef Tay
2. Siced Turkey Roll Troy 4. Siced Assorted Meot oy

D. SALADS (per gaion)
1. Pototo Salod 3. Macoroni Salod
2. Cole Sow

l.
2.
3.
4
5.
6.
7.
8
9.
(l).
2. Safted
3. Saited
4.
5.
6.
1.
8
9.
0.
1
2.
3.
4
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Dinner Banquet Menu Dinner Complements

Bonquet Dinners con be : . WINES
" Oy the corofe, holf comle or gloss.

l. Red Wine
An ecellent complement 10 steals, meats and hearty
dishes. Served Ot 1OOM MPErOLN.

‘ & dinnen. . White Wine
The following is a list of encées avalioble for sit-down o and fowt
ROAST AND STEAKS

. Rosé Wine
. Roast Prime Rid of Beef ou jus Complements agy dish. Served chilled.

. Broded hoice Ribeye Sceak i

Flet Mignon wrapped with Bocon STARCHES (Choice of one)
Hom Steak Howoilon or Rolsin Souce

Oven Roast Beef with Brown Gravy

N L

. One-Holf Baked Chicken Cleriyoh or Barbeque)
2. Roast Trkey with Oressing

3. Chicken Cordon Diey

4. Qucken breast alo Sheny

5. Oven Roasted Qichen

SEAFOOD

. Boked or lroded Sauffed Rounder
. Fied Svimp

. Fded Rounder

. Fried Scollops

. Fried Oystens
. 4. Vinegor ond Ot
. Seafood Patrer 5. itolion

SLNIWIATIWNOD YANNIA- ONIW LANONYE YANNIG

COMBINATION SPECIAL
. . DESSERTS (Choice of one at extra cost, added to meal )
. N ,
1. New York Sceak ond Shrmp (Captoin's Moteer) I

2. Prime Rib and Lobster (Rich Mon's Spedal) % Ple & lo Mode 6. Cheese Cake with
3. Beef and Sealood 4 ke Crarm o S ocolose g.’ o e onch Pt

See price st insen for dessent prices.

-8
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LUNCHEON BUFFET SUGGESTI ONS

EXPRESS LUNCHEON BUFFET

(Mnimm ___ Person)
Macar oni Sal ad Pot at o Sal ad
Sli ced Roast Beef Sliced Turkey Breast
Sliced Corned Beef Sliced Ham

I nternational Cheese Sel ection
Condi nent s
Assorted Rolls and Sliced Bread
Br owni es and Cooki es
Cof fee and Tea

$ per person

EL DORADO LUNCHEON BUFFET

(Mnimum __ Persons)
APPETI ZERS
Choi ce of Three)
Fresh Green Sal ad Macar oni Sal ad
Pot at o Sal ad Mari nated Cherry Tomat oes
Fresh Fruit Sal ad Br oadway Pea Sal ad

R R S R

ENTREES
(Choi ce of Two)
Homemade Lasagna Chi cken Cacci atore
Beef Stroganoff
Roast Top Round of Beef, carved in room

Pot at o and Vegetable du jour
Hot rolls with whipped butter

R R S R

Choi ce of Beverages

R S L

Desserts
(Choi ce of Two)
Chocol at e Mousse Appl e Brown Betty
Assorted Pies Banana Puddi ng
$ __ per person
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DI NNER BUFFET SUGGESTI ONS
The Coronado Buffet

(M ni mum Per sons)
Appeti zers

(Choi ce of Four)
Mar ket Fresh Green Sal ad Pot at o Sal ad
Past a Sal ad Br oadway Pea Sal ad
Wal dorf Sal ad Crudite with Dip
Curried Rice Sal ad Caesar Sal ad

ENTREES

(Choi ce of Two)
Beef Bour gui gnonne Sherry Baked Chi cken
Hal i but Veroni gue Seaf ood Newburg

Fettuccini Prinmavera

kkkkkhkkhkkhkkhkhkkkhkkhkkkhki*k

Acconpani ed by vegetabl e of the day, potato,
Hot rolls, and Wi pped butter

khkkkhkkkhkhkkhkkhkhhkkdkhkhkkhkhkk khhkk kk*x*x

Choi ce of Beverage

Rk S R R Ok S

DESSERTS
(Choi ce of Two)
Deep Dish apple Pie Chocol at e Mousse
Bl ack Forrest Cake Cheese Cake
Creme Caranel Sherry Triffel
Fresh Fruit Cocktail Apple Fritters
$ per person



SEATED DI NNER MENU

CHO CE OF APPETI ZER:
Fresh Mel on wedge Fresh Fruit Cup
Assorted Melon Balls Tossed Garden Sal ad

CHO CE OF ENTREE:

Prime Rib of Beef au jus
Breast of Chicken Kiev
Filet M gnon
Breast of Chicken Cordon Bl ue
Sliced Breast of Turkey
London Broil

kkkkkkkk*k

Choi ce of Veget abl es:
Broccoli, Peas, String Beans, d azed Carrots
Choi ce of Potato or Rice:
Rice Pilaf, Oven Roasted Potatoes, Parsleyed New Pot at oes

khkhkkhkhkhkhkhkdhkhkhkhdhkhhkhkhhkhkkxxk
Di nner Rolls and Butter

CHO CE OF DESSERTS:

Deep Dish Apple Pie M ssi ssi ppi Mud Pie
Kal uha Mousse Passion Fruit
Sor bet Crene Caranel

R S O L

Cof fee or Tea



DI NNER SELECTI ONS
Cream of Maryl and Crab Soup
or

Soup du Jour

khkkhkkkkkkhkkk

Caesar Sal ad Mandarin Sal ad
Spi nach Sal ad M xed Garden Sal ad

kkkkkkhkkhkhkhkkhkk kkkhkk*

Roast Prime Rib of Beef 1 au jus, wth
Yor kshi re Puddi ng
Orange d azed Roast Long Island Duckling
Maryl and Crab Cakes
Roast Sirloin of Beef 1 au jus
Baked Virgi nia Ham wi th Pi neappl e Sauce
Roast Turkey with Cornbread Stuff ng
Veal Cutlet with Sautéed Guyere
Beef Wéllington
Broiled Filet of Sole with Lobster Newburg Sauce
Maryl and Crab | nperi al
Sliced Beef Tenderloin w th Bordel ai se Sauce
London Broil, with Miushroons Sauce
Roast Cornish Hen with Wld Rice
Broil ed Seafood Pl atter
Chi cken Cordon Bl eu

khkkhkkkhkkhkkkhhkdkkkhx

Pot at o and Vegetabl e du Jour
Hot Rol s and Wi pped Butter

kkkkkhkkkhkkhkkhkkhkkhkhkkhkk*k

Bananas Foster
or
Fresh Meringue with Vanilla Bean Sauce

R I O O

Cof fee or Tea
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HORS D OCEURVES

HOT (per 50 pieces)

NogohkwdhRE

10.
11.

12.
13.
14.
15.
16.
17.
18.

19.
20.

21.
22.

23.

24.

25.

26.

27.
28.

French Brie....................

Petite Rubens................. 30.

Bourbon Franks.................
Petite Franks in Pastry..

St uf fed Mushroom Caps. . ..
Barbecued Riblets..............
Beef Tips Teriyaki en
Brochette .............
Oiental Egg Rolls........
Mandarin Drunettes.......
Tempura Fried Veget abl es.

Bacon W apped Chi cken

Meatbal Is................ ... ...
Fried Scallops..........

Clams Casino.............
Oysters Rockefeller......

Fried Scallops............
Beer-Batter Fried Shrinp.
Quiche Lorraine................

HOT DI PS (per quart)
Chile Con Queso..........
Hot

COLD (per 50 pieces)

Assorted Canapies..........
Smoked Nova Scoti a

Sal mron Canapies............
Mousse in Puff Pastry....

Sal am Conmets, Corned

and Cream Cheese
Roulettes.................
Assorted Finger
Sandwiches.....................
Hawai i an Kabobs wi th Ham
Cheese and Fruit...............
Devil ed Egg sal sa Russe..

Pate de Maision...........

SEAFQOD (per 50 pieces)
29. Chilled Shrinp.........
Oysters on the
..... 1/2 Shell..............
31. dans on the 1/2 Shell..
32. Al askan Snow Crab C aws.
33. Spiced Steaned Shrinp....

COLD DI PS (per quart)

34. Mnced dam............
35. Creany Anchovy.........
36. Cheese Chive....

37. Pinento Avocado.........
38. Caraway Seed...........

CH PS AND NUTS (per pound)

43. Party Mx........ .o
44, Mxed Nuts..........
45, Dry Roasted Nuts........

SPECI ALTY | TEMS

46. *Top Round of Beef

(per person)........
47. *Whol e Baked Ham

(per person)...........
48. *Whol e Turkey

(per person).........
49. Chilled Fresh Veget abl e

53. lce Carvings (per each).
* Served with Kaiser roll
and condi nents. M ni num
40 persons
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COLD LI GHT LUNCHEON SUGCGESTI ONS

Delicatessen Platter

Sliced snoked ham breast of turkey, corned beef, salam
Swi ss cheese, potato salad, cole slaw, and egg quarters.

Poul et Sal ad Suprene

Scal | oped tomato with hearty chunks of chicken blended with
our special dressing. Garnished with green and ripe olives and
egg quarters.

Fruited Salad Pl atter

Fresh seasonal fruit sections acconpani ed by cottage cheese
white grapes, and assorted cheese slices.

Shrinp and Crabneat Sal ad

Choi ce chunks of shrinp and crab bl ended with our specia
sauce and served in a scalloped tonmato

Julienne Sal ad

Fresh greens, ham turkey, sw ss cheese, asparagus, and
t omat oes. Egg and olive garnish with choice of dressing

Croi ssant Sandwi ch

Sliced turkey breast or roast beef sandwi ch with potato chips
and Kosher dill pickle

The above sel ections include hot rolls, whipped butter, beverage
and dessert.
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ENTREE SUGGESTI ONS

Suprene of Capon Forestiere

Chicken with wi ne, nmushroons, parsley, sauce dem -glace, Rice
Pilaf, fresh zucchini sauté.

Roast Pork Tenderl 0in

Slices of tenderloin of pork and nmushroom sauce, Rissole
Pot at oes.

Filet de Boeuf Au Poivre

Tenderl oin sliced and served with a creany pepper sauce and a
touch of Brandy w Ri ssol e Potatoes, Peas with mushroons.

Filet M gnon and Crab | nperi al

Tender filet and succulent |unmp crabmeat bl ended with sauce
i nperial, potato croquettes, and Carrots Vichy.

Chi cken Nor mandi e

Breast of chicken stuffed with apple and al nond dressi ng,
Caul i fl ower Mornay, Rice Pilaf.

Shi sh Kebob de Luxe

Tender lanb tips marinated in chablis, olive oil, selected
spi ces, with nushroons, onions, green peppers, cherry tomato,
served with Rice Pilaf.

Scanpi Provencal

Large gulf shrinp sautéed with fresh tomato, garlic, and dry
Sauterne, served with Rice Pilaf and snow peas.



SAVPLE AGREEMENT

After all the arrangenents have been agreed upon, the final step
in arranging for the event is the signing of an agreenent.
Agreenents represent the interest of both the club and the client
by detailing all arrangenents, conditions, and costs associ ated
with the event.

Not hi ng should be left to assunption; all details,
arrangenents, and prices should be accurately reflected in the
agreenment. Sufficient tine should be allowed for the client to
review the informati on contained in the agreement and jointly
confirmthe prices, nenus, services to be provided, tine, and
other conditions as reflected in the agreenent.

The sanple agreenent in the next page is sinple, uncluttered,
and contains a mninmumof conditions. There is sufficient space
to record specific arrangements and details agreed upon. The
form has been reduced fromits original 8 1/2" x 14" size. It
was printed in 7 copies (Manager/catering, Host, Finance, Gll ey,
Bar Manager, Dining Room and Work Sheet copy) using carbonl ess
paper.
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MORALE WELFARE ANU RECREATION
FOOD AND HOSPITALITY

PRIVATE PARTY CONTRACT

CONTRACT WO

6502

(Neme & Rank) (Room) (Oate) {Day)
TIME
(Mailing Aadress) (Type of Panty)
(Cay & Siame) (No. Persons Estimated) (Arvival)
Home (Phone) Oftice (No. Persons Guarantesd) (Open) BAR (Close)

(Bullein Board Information)

(No. Persors Altended)

Food Served

{Cud Card No.) (No. Persors Charged For)

MENY: BAR.
TABLE ARRANGEMENTS:
MUSKC:
ADDITIONAL TTEMS
e Poctadie Potum — . Card Tables-Chams informat Rec. Line ——  Candelabrs
—  PA Sysem —.  Screen — Puno —— Cancies
e Background Music ——  Dressing Room ——  Guest Book —  Chaktoerd
— Plattorm —— Formal Rec. Line . Napking —_—
CHARGES

—— Pesors o Cake ... ... ... s

¢S . PerPerson § Flowers . .. ... .... .
w—— Pesormtor_____ == Room Charge .

o8 . PerPerson § Total Food . [
—_ Persons tor Cockiad Buftet Total Bar . .. 8

eS8 PerPerson § Sub Tow! e 3
—— Porsonstor_____ Bar —— o Gratuty .. R |

es __________ PerHour § TOTAL . . o 8

Botties. Wine Less Deposit Received . H
@S . _PerBote § TOTAL DUE $
Champagre @ §. . 8

SIGNATURE OF SPONSOR
PAID Date Check No Received By
:'w\n“uzd 1208 MANAGER/CATERING COPY



CATERI NG BI BLI OGRAPHY

(The) Art of Buffet Entertaining. Diana and Pual Von Wl anet z,
Hougton-M fflin, cl958.

(The) Banquet Business. Arno B. Schmdt, Van Nostrand Rei nhol d
Conmpany, ¢1980.

Buffet Catering. Charles Finance, Hayden Book Conpany, c¢1958.

Catering Costs and Controls. Gace Paige, State Mutal Books,
c1982.

Cat ering Equi pnent and Systens Design. G dew (ed.) Elsvier,
c1977.

Cat eri ng Handbook. Edith and Hal Wiss, Hayden Book Conpany,
cl971.

Focus On...Profitable Catering. Bruce H Axler, Bobbs-Merrill,
cl1974.

How to Manage A Successful Catering Business. Mnfred Ketterer,
Hayden Book Conpany, ¢1982

How To Sell Banquets. Derek Taylor, Van Nostrand Rei nhol d
Conmpany, ¢1982.
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Modern Foodservice Planning. WIIliam Kahrl, Lebhar-Friednan,
c1975.

Principles of Design and Operation of Catering Equi pnent.
A. MlIson and d. Kirk, AVI Publishing, 1990

(The) Professional Chef’s Book of Buffets. Ceorge Wal dner and
K. Mtterhauser, Van Nostrand Rei nhold, c1971.

Successful Catering. Bernard R Splaver, Van Nostrand Reinhold
Conpany, ¢1982.

Thoughts for Buffets. Hoghton-Mfflin, c1958.

Catering Today. ¢1989. Santa Caus, In
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